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THE JOB-PROVED 
Smith-Corona HKLEHCTRIC 


with the most efficient keyboard ever designed! 





HERE is the finest of all electrics... proved on the job in all 48 states. Oper- ail tis -talialate alia dilatis 
, . : , : NEW! 
tors are enthusiastic about its exclusive Keyboard Slope, scientifically sloped ° = ape s 
aren :  SMITH-CORONA 
to fit natural finger movement. And more of the operating controls are located * CARBON-RIBBON 
in the keyboard area than on any other typewriter! e ELECTRK 
’ : ns for the finest in exeentive 
J . . ‘ a correspondence see this 
It is the fastest electric ever built with a tireless, * «©. Rash Puseeneeunsidnn 
effortless touch. Its write is beautiful, sharp, even ° a aeaaiatin nanin 
and distinctive. You enjoy top speed with less fatigue. ° 
Phone today for a revealing ten minute demonstration of this beautiful ° 
typewriter, already job-proven for efficiency by American business. ~ 
SMITH-CORONA INC SYRACT’*E 1 N Y BRANCH OFFICES OR DEALERS IN PRINCIPAL CITIES : 
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WAMA-BEA yee 
CAE” Bt 


C0y to Coast Distribution 


MAnIFoLp Supputies Co. 
19 Rector St. New York 6, N. Y. 


He's not nervous but he is excited. It's not often 
you'll see a Panama-Beaver man like this BUT... . in 
this case .. . he is honestly proposing that Panama- 
Beaver Carbon Paper will lighten your typing effort 
by producing much sharper, much more readable 
copies. While he catches his breath may we remind 
you that Panama-Beaver Carbon Paper ends carbon 
smudge and streaking and allows the neatest, 
cleanest erasures you've ever seen. 

You may be starry-eyed over our proposal so just 

pyt out your hand .. . the one with the pencil... 
quickly fill in the coupon below. Our Panama-Beaver 
man will see that you receive FREE PANAMA-BEAVER'S 
outstanding eraser, that helps you ‘‘erase 

without a trace’’, while he tells the TRUTH 

. about carbon paper. 


— Mail Coupon NOW! ~--=% 


r 

| MANIFOLD SUPPLIES CO. 

19 Rector Street, New York 6, N. Y. 

i / | want to learn the TRUTH about Carbon 

| Ae! Paper and at the same time receive my FREE 
PANAMA.-BEAVER eraser. 

Name 

I Company 

| PE ccntiatncnstiitindinn 


——— EE 


ee cancncnaseninnintictimstatiinancle __—_—Phone 


MERIDIAN EVR-FLAT CARBONS - EYE-SAVER UNIMASTERS ~- LUSTRA COLORFUL INKED RIBBONS. 
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our COvER—O’llegro, the “man- 


made fur” that gives luxury, econ- 


QO» 
omy, and high fashion to the women of 
America. Translated by Morris Schwartz 
and Sons into a smartly styled, tuxedo- 
front coat with rolled collar and clutch 
closing. Features a swing, seamless body 
with turnback cuffs. Unlike fur, O'llegre 


(a product of the Princeton Knitting 
Mills) gives warmth without excessive 
weight; and its upkeep is economical. 
O'llegro needs no summer storage (it is 
both mothproof and mildew-proof) and 
you can clean it yourself. 

Anne Slattery, subject of this month’s 
feature, Appointment with Today's Secre- 
tary, is seen on the cover against the 
imposing background of Gladding’s De- 
partment Store in Providence, Rhod 
Island. Anne is wearing an O'llegro petite 
size 6-16. Available in beige, sapphire 
gray, and white. About $90. Slightly 
higher in seal brown and black. ( For the 
store in your area carrying this coat, see 
page 58.) Hat, a John Frederics charmer. 
Handbag by Theodor of California. 
Gloves by Superb. 


The Story Behind the Story 


THIS MONTH MARKS THE BEGINNING of 
an exciting new feature for our readers, 
Appointment with Today’s Secretary. Our 
first subject, pretty Anne Slattery of 
Pomfret, Connecticut, has a story to tell 
that we feel will be of particular interest 
to girls in a small town. Unlike the tale 
of the career-bent secretary who heads 
for the big city, Anne’s article expounds 
the job satisfaction of a girl who “came 
home for a career.” 

Almost as interesting as our new fea- 
ture is the “story behind the story” of 
how it was written. It all began with a 
publisher who drove to Providence in his 
brand-new Chevrolet to lay the ground- 
work for our new feature. The infamous 
New England floods decided to visit the 
area at the same time, leaving our pub- 
lisher stranded in a deluge in Worcester, 
Massachusetts, with a car that he couldn’t 
use. There was only one way to return to 
New York—backtrack to Providence and 
take another route home. He finally made 
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A baby chick 


the new Royal electric and you 


Cuddlesome? Cute? And the baby chick weighs 
only about two ounces. 

Did you realize it takes less weight than this to 
depress one key of the new Royal Electric? When 
you get to the end of a line, it takes only three 
ounces to push down the carriage return key 

It’s 13 times easier to do these familiar jobs 
on the new Royal Electric than on a non-electric 
typewriter. Isn’t this a pretty good reason why 
you need a new Royal Electric? 


Besides, you do your usual quota of work with 
time to spare. Your fingers don’t get dog-tired 
at the end of the day. Your typing looks great, 
flattering both you and the boss. 


Learn about the many other exclusive conveni- 
ences of this new kind of electric typewriter in a 
personal office demonstration. It is designed with 
you in mind by the world’s largest manufacturer 
of typewriters. 


Call your Royal Representative. 


Rg AL electrics standards ¢ portables « Roytype® business supplies 


The Royal Typewriter 


Company, 


Division of Roval McBee Corporation 
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Introducing 
the soft 
pencil that 
holds its 


point... 


‘MIRADO 
Ww 4 7 
N° 1% “Servisoft 
Softer, blacker than No. 2...longer-lasting than No. 1] 
... perfect for quick notes and pleasant writing. Try a 
dozen and see! Exclusive with MIRADO — world’s 
largest-selling pencil. Look for the Red Band trademark. 
Write for free sample, naming this magazine 
and your regular pencil supplier. 
It . 99 Years of Quality Pencil Making 
NEW YORK + LONDON + TORONTO + MEXICO + SYDNEY 
*® 
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it—weary, wan, and with a good idea of 
what the people on Noah’s ark must have 
gone through. 

One of the most inspiring and touching 
aspect of the entire story (also center- 
ing around the flood) was the back- 
ground on Anne Slattery’s entertainment 
article, “A House Is a Way of Life.” The 
carefree, happy-looking group whose pic- 
tures appear in this article had just gone 
through one of the worst disasters of their 
young lives. Anne’s get-together was their 
first “night out” since the flood had taken 
vicious toll of their homes, their busi- 
nesses, and their towns. 


Money Magic 


On PAGE 30 OF THIS MONTH'S ISSUE, 
you'll find a practical, helpful guide to 
planned spending and saving—“Money 
Management—A Game Worth Playing.” 
If you'd like to know more about han- 
dling your income effectively, write to 
the Consumer Education Department, 
Household Finance Corporation, 919 N. 
Michigan Avenue, Chicago 11, IIl., for a 
cépy of “Money Management, Your 
Budget.” This booklet is available free if 
you mention Topay’s SECRETARY. 


TS Picks Another Winner 


WE DON’T WANT TO say “we could 
have told you so,” but we're really aston- 
ished at the way our own particular 
brand of magic is working. It seems as 
though Topay’s Secretary has had a 
hand in determining some mighty im- 
portant events. 

It all started back in 1952. In Sep- 
tember of that year, we carried a story on 
Mel Allen’s secretary (Mel is the “Voice 
of the Yankees,” as most of you probably 
know ). Result: the Yankees won the °52 
World Series. 

Came November of the same year—and 
a TS article on General Eisenhower's 
campaign secretaries. It’s President Eisen- 
hower, now. 

More magic in 1955. As we went to 
press, loud cheers (and a few groans ) 
were proclaiming the Brooklyn Dodgers’ 
triumph in the World Series. Remember 
our September article on Edith Monak, 
secretary to the team’s president, Walter 
O'Malley? 

Our staff magician (and chief story 
picker) is really riding high! 








Photographic Credits 
Cover picture by Rudolph Muller 
Fashion photographs on pages 35, 

36, and 37 by Rudolph Muller. 
Photographs at Helena Rubinstein 
Beauty Salon by Chris Grube. 
Photographs for Ann Slattery’s 
story, “I Came Home for a Career.” 
by Rudolph Muller. 
Photograph at top of page 16 and 
bottom of page 17 by Thomas 
Dexter Stevens for the Providence 
Journal-Bulletin. 
Photographs for “A House Is a 
Way of Life” by Rudolph Muller. 
Photograph on page 64 by Thomas 
Dexter Stevens for the Providence 
Journal-Bulletin. 











ike most efficient secretaries, Anne Slattery 
transcribes dictation from the Dictaphone 
TIME-MASTER Dictating Machine. Both she and her boss 


get more done the Dictaphone way. 


DICTAPHONE 


CORPORATION 
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» New Underwood 
see Desk Stabilizer 
ends “desk wobble, 
costs only *4.95 


Underwood's new Desk Stabilizer eliminates 


desk vibration, turns a wobbly typewriter platform 
into a firm, steady typing support ° 

lve strain, fraved nerves and vibration errors 
are reduced; higher quality work ts assured, 

\sk vour boss or othce manager for the new 
Underwood Desk Stabilizer. It’s a sure way to get 
better work out faster with less fatigue. Order 
the new Underwood Desk Stabilizer from vour 
Underwood Othce. You'll fhnd the number in 


your phone book. Order yours today! 

@ Adjusts from 17 to 31 inches 

@ Automatic, self-locking mechanism 

@ Instant finger-tip release 

@ Smooth, no-snag, all-metal construction 
@ Positive support... no slippage 

@ Supports over 200 pounds 

@ Telescopes to fit in any desk drawer 


@ Mar-proof rubber top bumper and floor base 


LVDFRWOOD 
CORPORATION 


iiacaisiaeeill 
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AT TODAY’S COSTS 
SICKNESS OR INJURY 
CAN REALLY SHATTER 
A GIRL‘S BUDGET! 


Accident and Sickness 


WILL IT HAPPEN TO YOU? 


Will you work, save and pinch pennies for next spring’s 
outfit or next summer’s vacation — only to have a sud- 
den sickness or injury swallow up your money? Why take 
the chance when Commercial Travelers of Utica is now 
making available protection designed to give women the 
personal security they need today — at rates 25% to 33% 
less than the cost of similar policies offered by other 
leading companies. 


FIRST, YOU GET EXTRA INCOME 


Vital to sound personal protection is extra income when 
you are sick or injured. Commercial Travelers offers you 
a choice of three basic accident income benefits — paying 
$25, $50 or $75 weekly income as long as two full years 
for each accident when you are totally disabled; half these 
amounts up to 26 weeks for partial disability similarly 
caused. No strings attached — this income is paid direct 
to you, regardless of other income or other insurance 
benefits you may receive. All three programs pay $2,500 
in a lump sum for loss of life, limbs or sight. What’s more, 
all accidents are covered, except suicide or 
losses caused by war or while engaged in mili- 
tary service in time of war, insurrection or riot 
or as a military aircraft passenger or a pilot or 
paid crew member of any aircraft. The only re- 
duction of accident insurance is a 60% reduc- 
tion of death benefit at age 70. 


IN ADDITION, broad optional protection is 
also available to provide extra income when 
you are disabled by sickness and to pay liberal 
allowances for hospital and surgical expenses. 


ASK YOUR BOSS ABOUT US 


Your boss, father, brother or the man in your life may 
very well be one of the quarter million members of this 
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OMG. Read how this new 


Insurance can solve your problem—in a way you can afford! 














TROUBLE IS MY GROUP INSURANCE 
COVERS ONLY PART OF MY 
HOSPITAL AND SURGICAL 
EXPENSES—~NOTHING WHEN 

I’M CONFINED AT HOME. 


reliable, non-profit association. For, although this is the 
first time Commercial Travelers protection has been 
offered ‘to women, generations of leading business and 
professional men have been counting on us for 72 years. 
We give them maximum protection per dollar. 


GET THE COMPLETE FACTS 


Mail the coupon below for our free booklet and an easy- 
to-complete application which quickly gives you a clear 
picture of all the benefits now available to business and 
professional women, age 18 to 55. No obligation. No 
solicitor will call. You select your own coverage, tailor- 
ing it to your need. You save because we operate direct, 
at cost. Membership charges are based solely on the full 
cost of insurance protection, necessary reserves and op- 
erating expenses. Membership may be terminated at 
option of either the member or Association. 


SEND NO MONEY, but do mail the coupon so 
you can apply to complete your protection now. 
Let us help you pay the bills. 







IT’S A WONDERFUL BUY 
MAIL THE COUPON AND SEE WHY! 








, Y ° 
a “, * TS- 
The Commercial Travelers ‘ 
MUTUAL ACCIDENT ASSOCIATION 
EDWARD TREvvetTT, Secretary, Utica 2, New York 
Send FREE Facts Book and Application covering new 
at-cost protection for women. 
Miss 
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Know ALL 
The Benefits 
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y FINEST 

PENCIL ERASER! 


Ask Your Stationer for 


Walden Robes Grane 
NO. 440 GREEN GLOW 


® Superb quality, uniform green rubber 
texture for cleanest, serateh-free eras- 


ing. 


® Super-convenient, “stubby”, — bevel 
shape in the two most practical sizes. 


(The larger size, No. 441) 


The ideal, all-around pencil 
eraser and cleaner for office 


and general use. 


WELDON ROBERTS RUBBER CO. 
Newark 7, N.J. 


World’s Foremost Eraser Specialists 








- SAVE TYPING TIME 
with FLICK a LINE 
the only 4 way copy holder 

















Right or Left! High or Low! 
Simply reverse the panel in the slot 
Rubber wheel operates line finder. 

Genuine walnut base. 


Pencil groove and bookledge. 
Inclined masonite panel 834" x 14”. 


ONLY $5.95 prepaid 


SMART COPY CATS n« 
find the line .. . everytime 


with Flick a Line Pe - 
FRANKLIN TABLE COMPANY 


116 N. 4th St., Louisville 2, Kentucky 
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have 


Q. For some. time ] 


contended that 
the words “as per are ine j 


orrect and have 
I can't understand why 


hen “per 


avoided using ther 
the word “as” is 


as “hy means of . 


used u is defined 
{. You are quite correct in contending 
that 


sion. Some authorities go so far as to 


“as per” is an unfortunate expres- 
label it an inexcusable hybrid, The sub- 
stitution of “in accordance with” or “in 
compliance with” is preferable. 


Q. I received a copy 


before the 


i ior 
ofa as 


ss appearing typewritten signa- 
. 
tures at the 


these lette 


hotton at the pag H hat do 


rs stand for? 


{. The abbreviation s s appearing be- 
fore typewritten signatures in a copy of 
an agreement or a memorandum of un- 
derstanding means signed and _ sealed. 
hot, an- 


other notation that is frequently used. 


meaning /egal signature, is 


0). lam besieged with hyphen trouble. The 
English handbook I use on my job explains 
that a hyphen is used to connect a participle 
and another word when they modify a noun. 


Vet. / sce phrase s like i 


a beautifully drawn 


sketch.” written without a hyphen, Isn't 
drawn a past participle? 
Isn't there also a rule about the use of a 


hyphen when adverbs modify nouns? 


{. Many persons share your difficul- 
ties regarding hyphens. 
The basic rule, as you know. is: 


“When two or more words are used as 
a one-thought modifier before a noun. 
the hyphenated.” But, 
there are two important exceptions: 

1. Modifiers that contain adverbs end- 
ing in /y, as their first element, are not 
hyphenated. The /y indicates that the 
first word there- 
fore no hyphen is needed. Note, how- 
ever, that some adjectives end in /y, and 
therefore do require a hyphen; for ex- 
ample, “a friendly-looking child.” 

2. When one of the words in a com- 
pound modifier ends in the comparative 


expression is 


modifies the second: 


or the superlative ending er or est, 
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again no hyphen is needed, as the end- 
ing shows the relationship of the two 
words; for example, 


“a higher priced 


coat.” “the smallest sized dress.” 


Q. Pve heard ola letter-placement guide 
that can be slipped under a lette rhead to 
help set up letters attractively. Where car 


/ get ones 


{. Its better not to lean on a guide 


they re only for students who haven't 
seen too many letters and therefore have 
no sound basis of judgment. In your of- 
fice, standardize on using a 5-inch line 
of writing and put the date on Line 20. 
four lines above the inside address. That 
will do for 85 per cent of your letters. 
For very short letters. slip each margin 
in half an 


line to a 


inch. changing the 5-inch 
t-inch one; for very long let- 
ters. slip each margin out a half inch, 


changing the 5-inch line to a 6-inch one. 


Q. t $75 cher he ecetved from a customer 
. 

in’ payment for goods sold. was mislaid 
Some time later. the check was discovered 


some old business 
still good 7 


among papers. Was it 


had 
suffered a loss because of the merchant's 
failure to cash the check promptly, the 
merchant would be liable for the amount 
of the loss. 


A. Yes. If. however. the customer 





Sone 


Q. Can you give me information on 
the correct manner of introducing people 
at either a social gathering or in a business 


offic ef 


A. Here are a few hints that should 
help you: A man is introduced to a wom- 
an (Miss Smiih. Mr. 
Jones?) ; a younger person is presented 
to an older person (Mrs. Black. may | 
present Miss Lewis?). When both are 
of the same age and sex, a person is 


may | present 


presented to the one who is the more 
distinguished (Senator Brown, may | 
present Mr. Thompson? ). If there is no 


Business English ..... E. Lillian Hutchinson 
Secretarial Practice ... Alan C. Lloyd 
Business Law ....... R. Robert Rosenberg 


Bookkeeping ........ J Marshall Hanna 
Typewriting ......... Harold H. Smith 
Business Arithmetic ..Vitian W. Kline 
| are Charles E. Zoubek 
WE ed See ee ees Gilbert Kahn 





such difference. either one may be 
sented to the other. 

Vay | present? is considered more 
formal than May I introduce? And, if 
is desired, both expres- 
may be omitted Viss 
Vr. Brown, or Miss Brown, this 
is Mr. Smith 


pre- 


formality 


less 
sions entirely: 


Jones, 





Q. Uy job involves a great deal of con- 
fidential work, to which no one but my em 


plover and myself are 


to have access. My 
problem is how to keep people read 
ing this confidential material. They will en 
ter the office and invariably 


u ande r over the papers on my desk. Is there 


from 
let their eves 


any way I can guard my work without hurt 


ing anyone's feelings? 


{. This is a difficult question to answer, 
as there is no one rule that can cover 
all situations. | would try to keep my 
papers in folders. While reading the ma- 
terial, | would leave it in the folder and 
would close the folder should anyone ap- 
proach my desk—-making no effort to 
hide my doing so, hut moving as though 
preparing to give the person my atten- 
tion. If typing, | would roll back the 
copy in the machine so that the material 
could not be read easily. 

If you establish this procedure as a 
habit, it will soon become natural and 
no one will even notice it. 


Q. How often should the ribbon-position 
device on the typewriter be changed to get 
the most use out of the ribbon? Should 1 
alternate the position of the ribbon weekly 
from black to red, or should I keep it in the 
black position until the print becomes light 
and then change it over to the red position? 


{. This has long been a controversy 
among and stu- 
dents. We have learned that ribbons do 
not, as a rule, wear out but dry out. de- 
pending, of course, on how much the 
typewriter is used. 

There will be little difference in the 
print impression if, after having typed 
for three weeks in the black position on 
a quality ribbon. you then change to the 


typewriting teachers 














SENSATIONAL NEW 
EAGLE-A TYPE-ERASE PAPER 


Typing errors erase without a trace, leaving no smudge 


Fast, easy erasures. Eagle-A’s amazing new Type-Erase paper is the 
talk of typists everywhere! At the touch of an ordinary pencil eraser, 
typing errors “wipe” right off the surface of Type-Erase — leaving no 
mark! An attractive rag content paper, it’s available in bond and onion 
skin weights — in packets or the convenient Eagle-A “Hinge-Top” box. 


Saves time and paper. No more tedious, messy erasures 


...no more letters retyped because of smudge marks. 
With Type-Erase, you can erase an error and retype in 
seconds. And just try to detect the correction! Eagle-A 
Type-Erase paper comes in letter and legal sizes, plain or 


ruled. Ask for it at your stationer’s. 


FAGLE-A |) BOXED 
TYPEWRITER PAPERS 


100% RAG EXTRA No. 1: Coupon Bond 

100% RAG: Agawam Bond; Coupon, Agawam Onion Skins 
75% RAG: Contract Bond « 50% RAG: Acceptance Bond 
25% RAG: Trojan Bond, Onion Skin and MS. Cover 


SULPHITE: Quality Bond, Onion Skin and Manifold 
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FREE OFFER TO SECRETARIES 
AND TEACHERS 


AMERICAN WRITING PAPER CORPORATION 
HOLYOKE, MASS., DEPT. TS 


Send FREE test sheets of Eagle-A Type-Erase 
paper and your Letter Placement Guide: 


NAME 


8 |: ee 


SECRETARIES: clip coupon to firm letterhead. 
TEACHERS: clip coupon to school letterhead, 








From this office 


come the most beautiful 


carbon copies 


in the world— 
thanks to Beautyrite 
Carbon Paper 








See how Remington Rand 
BEAUTYRITE CARBON PAPER 
can simplify your typing tasks 


Remington Rand, Room 2133 
315 Fourth Avenue, New York 10 


Memington. Rtand 
DIVISION OF SPERRY RAND CORPORATION 
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Free Samples! Write to: 





red position. The ink in the upper por- 
tion (red position) of the ribbon has 
probably flowed by this time to the lower 
portion and has already been used. 

We do not advise extensive typing in 
“red position.” particularly on manual 
typew riters. for. when the ribbon is in 
red position, it forces the typist to raise 
the ribbon-threading device an extra 
length. This creates a push-down stroke 
and demands more effort on the part of 
the typist. 

If you do a large amount of typing 
and change ribbons every two or three 
weeks, it would be better to rewind and 
change the ribbon, placing the upper 
portion in down position, rather than 
resort to typing in “red position.” 

This does not hold true for electric 
typewriters, as electricity takes care of 
the added strength necessary to raise 
the ribbon device. So, typists using elec- 
tric machines would do well to change 
frequently — particu- 
larly when the ribbon is new. 


ribbon-positions 





Q. Smith purchased the entire stock of mer- 
chandise and fixtures from Thompson, own- 
er of a radio-supply shop. Thompson then 
left for parts unknown, and his creditors 
brought suit to have the sale set aside. Can 
they do this? 


{. Yes. According to the Bulk Sales 
Law, the failure of a buyer to notify the 
seller’s creditors of his purchase of all 
or part of the stock, in bulk for a lump 
sum, gives the creditors the right to have 
the sale set aside on the ground that. so 
far as they are concerned, the sale was 
fraudulent. 


Q. Some English books state that you are 
to use as little punctuation as possible 
leave the comma out before “and” in words 
in a series. For example: Among the fruits 
available are apples, oranges (.) and 
bananas. 

However, other books state that you 
should place the comma before “and” in 
words in a series. 

I have run across this contradiction many 
times, and it is very confusing. For that rea- 
son, I should like to know which way is 


correct, and why? 


{. Many secretaries share your confu- 
sion regarding the use of the comma 
before “and” in a series. 

It is true, of course, that many news- 
papers, magazines, and books (usually 
not textbooks) omit the comma in this 
construction. However. in business cor- 
respondence and in textbooks, where it 
is essential that there be no misunder- 
standing of the meaning. the comma 

(Continued on page 60) 
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You've never done filing 

before? Its a cinch 
with Smead’s color coded 
Tell-\-Vision System 


REG. U.S. PAT OFF. 











SIMPLE TO LEARN . . . EASY TO OPERATE 
FLEXIBLE . . . GROWS as NEEDED 


FILING MADE EASIER 


The answer is in the design of the Smead Tell-I-Vision system. It is simple 
because it reads like a book, from left to right. Starting on the left the primary guides 
are staggered to permit scanning while their alternating blue and orange tabs provide 
a color signal system. In the center of the drawer the green-colored tabs of the miscel- 
laneous folders stand out prominently for ready reference. On the right hand side of 
the drawer the individual name folders often are distinctively marked with Smead’s 
Spi-Roll folder labels available in eight different colors for particular classifications. 


1 Locate The Primary Guide. 2 Find The Individual Name Folder. 
(For occasional correspondence file in the green miscellaneous folder) 


3 Insert New Correspondence. (Latest data always to the front) 


And finding is as easy as filing with Smead’s Tell-I-Vision System. 


FINDING IN A FLASH 

Let us assume that you are a file supervisor operating a Smead Tell-I-Vision 
system like the one illustrated above. If the boss dashes in and asks for the Titanic 
Roller Mills’ file “Right Away!” there is really nothing to it. Open the file drawer and 
the primary guides provide an immediate alphabetic breakdown. Glance along the 
primary guides until you locate the “T” tab. There you will find a group of individual 
folders kept for firms whose names begin with “T”. If your boss has had repeated 
correspondence with the Titanic Roller Mills you can locate the Titanic folder at once 
in its proper alphabetic position in the group. 

If the Titanic Roller Mills is not a regular correspondent you will find previous 
correspondence in the green miscellaneous folder which follows the individual folders 
in the “T” section. 


1 Locate The Primary Guide. 2 Find The Individual Name Folder. 


(For occasional correspondence check the letters in the green miscellaneous folder) 


3 Locate Required Letter. 
SEE YOUR LOCAL STATIONER AND SPECIFY SMEAD PRODUCTS 


THE Smeal MANUFACTURING CO.,.NC.-HASTINGS, MINNESOTA 
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types her best 
using the 


_Lexoods, COPY HOLDER 


@ all-Metal—one piece 
@ “sight level" convenience 
@ holds postcard to phone book without tipping 


Today's secretary has found the Liberty Copy- 
holder an efficient aid for faster, better typing 

. no gadgets or devices to detract the user. 
Designed so it puts copy in full view at correct 
angle for easy, efficient work. Size: 7” wide, 
9'9" high, 5” base. So low in cost every typist 
in your office should have one. 


ORDER NOW! If not available from your 
local stationer, order direct from— 


BANKERS BOX COMPANY 


Mokers of Liberty Record Storage Products 
720 S. Dearborn Street © Chicago 5, Illinois 























How to Make 
INVISI8 Le 
Erasures 





With a few feather-light 
strokes, a Rush FybRglass 
Eraser removes the last 
trace of an incorrect char- 
acter — makes it easy for 
you to erase and still keep 
your typing clean and pro- 
fessional-looking. 
Colorful plastic holder 
uses long-life propel-repel 
refills. It must satisfy you 
— or your money back. 


RUSH- 


-F YBRGLASS 
ERASER 


Order from your Dealer 
or send 50¢ and 
name of dealer to 














The Eraser Co., Inc. 
1068 S$. Clinton St., Syracuse 4, N. Y. 

















THE BOSS SPEAKS OUT 








Topflight Secretary 


takes professional attitude 


BY GEORGE 


WILDER 


Coets Sales Manager, Personal Products Corporation 


S THIS MONTH’S “Boss to 
Speak Out,” may I first express 
objection to the term “boss.” In 
today’s progressive business, the 
label “boss” is as obsolete as the 
secretarial robot of the _ past. 
Furthermore, | won't be so pre- 
sumptious as to describe the “ideal” 
secretary. | believe she is a myth, 
a phantasm, a nonexistent char- 
acter, like—oh, like an “ideal” ex- 
ecutive, for instance. 

What does exist, like the “top- 
flight” executive, is the “topflight” 
secretary. And, since we have many 
such secretaries who have been 
with our company for five to ten 
years, | feel | can describe them 
with some accuracy. 

The topflight secretary is cer- 
tainly more than a dictating, filing, 
and typing machine. She is actually 
first assistant to the man or woman 
with whom she works. (I preter 
with rather than for because it 
more accurately portrays the “work- 
ing together” atmosphere that is so 
important in business. ) 

The topflight secretary brings a 
professional attitude to her job. She 
has the same pride in her work as 
do teachers, nurses, and other pro- 
fessional people. She is dependable, 
enthusiastic, and takes a personal 
interest in the business. 


Bur TO GET DOWN TO CASES, my 
own secretary must bring more 
than stenographic skills to her job, 
first-rate though her skills must be! 
As director of the Coets Division 
of Personal Products Corporation, 
my administrative duties encom- 
pass a working knowledge of every 
facet of the business—purchasing, 
production, sales, advertising, and 
merchandising. Much of my work 
entails close follow-up and co-ordi- 
nation. With nearly 200 salesmen, 
plus an office and production staff 
to guide and co-ordinate, depend- 
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ability is a prime requisite in the 
secretary | choose. 

Personal enthusiasm for the job 
is equally important. Nothing is 
more frustrating than a stony stare 
or a disinterested, apathetic atti- 
tude from a secretary when the 
day’s work is planned or when you 
give her “rush” assignments. I ex- 
pect a topflight secretary, like a 
topflight executive, to give her best 
at all times. She is never satisfied 
with mediocre performance. From 
this attitude comes the “little extra” 
that sets the superior person apart 
from the mediocre person. 


THESE “LITTLE EXTRAS” can include 
many things. For instance, they 
might be submitting suggestions to 
improve existing clerical or admin- 
istrative routines; willingness to 
take extra dictation, to do extra 
typing or, in an emergency, even 
accept additional assignments in a 
spirit of co-operation. 

My own secretary, Mrs. Blanche 
Bianco, excels in these “extras.” In 
fact, she has earned several coni- 
pany awards for significant time- 
saving ideas. It is needless to sav 
that she has also earned my esteem 
and appreciation. 

Blanche has excellent steno- 
graphic skills; but, more important, 
she possesses exemplary attributes 
of common sense, loyalty, and pro- 
fessional understanding that meet 
the demands of our daily business 
activities. This combination of in- 
itiative, efficiency, and versatility 
assures a harmonious atmosphere 
with a minimum of confusion. 

Even though I could call myself 
something of an expert on women— 
having a wife and four daughters— 
I have a discreet reluctance to 
claim recognition in that direction. 
The average male (and I consider 
myself as one) certainly does not 


have a com- (Continued on page 61) 


Tell him about the new, completely different... 
COMPTOMETER” magnetic Dictation- Transcription machine 


















Imagine how much faster and better you could transcribe if your boss 
gave you dictation entirely free from confusing errors or corrections. You 
would have more time for executive assistance, filing, making appoint- 
ments and answering routine correspondence. All this is possible when 
your boss dictates on a new Comptometer Dictation-Transcription machine. 
... It’s magnetic. The entire message or any part can be completely erased 
or replaced by a corrected phrase or word. Much simpler for you to 
operate, too. A single foot pedal controls all. Ask your boss to try this great 
new advance in dictation. He’ll like its error-erasing feature, its re-usable 
Mylar* belts that last for thousands of dictations without ever wearing 
out. And you'll both like the new Hi-Fi voice reproduction, unlike today’s 
conventional dictation machines. Send in coupon for complete facts. Your 
boss will compliment you on your judgment. 


te —_* 


DICTATION’'S 





GREATEST TRIUMPH! 





The new Comptomete. 





TODAY Dictation-Transcription Machine, 
the world famous Comptometer 
The amazing Adding-Calculating Machine, and the 
Comptometer new Comptograph 10-key Calculating- 
Erase-O-Matic Adding Machine are products of 
1887 1939 1948 Suet. Denar Wnae Felt & Tarrant Mfg. Co., 


out, can be used 


The first dictation 
machine with 
fragile wax cylin- 
ders that had to 
be re-surfaced 


The first record 
type dictation. 
Disadvantage 
costly, breakable, 
only one use 


First flexible 
plastic belt. A 
definite advance, 
but still costly, 


indefinitely, er- 
rors can be erased 
magnetically 


Chicago 22, Ill. 


one use 




















RE-USABLE BELTS NEVER WEAR OUT . , 20.8 
Comptometer Dictation Division 


Felt & Tarrant Mfg. Co. 
1708 Marshfield St., Chicago 22, Illinois 


Comptometer’s Erase-O-Matic belts, made from miracle 


MAIL 
COUPON 
TODAY 


Mylar*, can be reused thousands of times—a tremendous 
economy feature. They are renewed magnetically, in just Gentlemen: Without cost or obligation to me, 


three seconds, without removing from machine. please 


HI-FI VOICE REPRODUCTION [_] Send complete information 





(_] Arrange an office demonstration 
Comptometer’s magnetic dictation means high fidelity— 


true, authentic reproduction of your voice, making it 


NAME 
easier to understand for faster, more perfect transcrip- 
tion COMPANY 
YOU ARE INVITED TO TRY THIS YEARS AHEAD COMPTOMETER ADDRESS 
IN A FREE OFFICE TRIAL OR DEMONSTRATION 
city COUNTY STATE 


*DU PONT S TRADEMARK FOR ITS POLYESTER Film 
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“MY BOSS AGREES WITH 


I call the time before we got our 
IBM Electric Typewriter “‘the dark 


ages’’—and my boss agrees with me! 


It’s so different nowadays—my 
wonderful IBM helps me turn out 
the most beautiful typing ever— 

in less time and with less effort. 
That means I have the time and 
energy for relieving my boss of 
more details—so my job is more 
interesting, and his is made easier. 
Now, my boss and I can’t understand 
why we didn't end “the dark ages” 


! 
ages ago: 


You and your boss will probably 
feel the same way. Call your 
nearest IBM office for more 
information, 





ELECTRIC 








TYPEWRITERS |...OUTSELL ALL OTHER ELECTRICS COMBINED! 
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. today’s secretary. . . IN PROVIDENCE 








“‘T worked at Yale for fun and in New York 


for glamour,” says anve starrery. “But... 


| came 
Home & 
fora 
areer 


by GEORGIA GRAY 


* 


IN THE INDUSTRIAL suburb of Providence. R.] 


1 } } 
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One of Anne's newest responsibilities is checking advertising layouts and copy 
id handling some production work. Here she goes over a proposed layout with her boss, 
Arthur Spear, left, and Milton Heller, treasurer of the La Tausca Sperry firm. 





In one of the newest and most modern of these 
factories, the recently built La Tausca Sperry Cos- 
tume Jewelry plant, works a secretary with an unusual 
twist to the successful-career-girl story. Pretty twenty- 
five-year-old Anne Slattery, secretary to Arthur Spear, 
executive vice-president of the La Tausca Sperry firm, 
went home for a career. 

This is Anne’s third position since she was graduated 
from Annhurst College and Katherine Gibbs in Provi- 
dence. 

“My first job was fun,” Anne reminisces. “I was 
registrar of scholarship students at Yale, and my 
typing and shorthand got rusty while I had a wonder- 
ful time in the ivy-covered halls of New Haven.” It 
wasnt a waste of time, however, for Anne still dates 
boys whom she met while efficiently administering 
their scholarships. . 

But Anne Slattery is not the type to stay long in 
any rut, no matter how amusing. She soon migrated to 
New York and got a job as “second secretary” to the 
chairman of the board of the American Brake Shoe 
Corporation. 

“Names like Rockefeller, Mellon, Cardinal Spellman, 
and many others right out of Fortune magazine kept 
turning up in correspondence and in the front office. 
It was like a movie set.” She took a refresher course 
at Gibbs in New York so she could “keep up with the 
boss—a very fast man with an idea.” 

“It was wonderful and exciting, and all my friends 
were frantic fun,” Anne says of those days. “But I 
could have gotten lost in that city for the rest of my 
life!” New York wasn’t too big—it just didn’t offer the 
kind of opportunity Anne felt she needed. After a 


vear of big-city glamour. she packed up and went 
home to her family’s rambling old eighteenth-century 
house in Pomfret, Connecticut. 

Just about that time. the seven-vear-old firm of 
Sperry Jewelry was merging with La Tausca. a three- 
generation-old maker of costume and cultured-pear] 
jewelry. They were planning to build a new plant for 
their combined operations in Pawtucket—30 miles from 
Pomfret. 

Anne climbed into her “49 Buick—which she bought 
and cares for herself—and headed for Rhode Island. 
Needless to say, with her by this time impressive 
background, she was hired on the spot. Arthur Spear, 
who chose Anne from hundreds of applicants, is a 
lanky Yankee already recognized as an inventive genius 
in the jewelry field for his revolutionary development 
of a secret process for tarnish-proofing metal. He never 
misses a good bet. 

“Anne seemed like a good bet,’ he says smugly. 
“I’ve got the best secretary in Pawtucket! She knows 
her fashion, and she’s a crackerjack at details.” Mr. 
Spear kids Anne about her filing—just to keep her 
from getting a swelled head. “I don't mind your using 
your own system,” he told her while she was fran- 
tically searching for a misfiled order (it happens to 
the best of us), “but it would be nice if you remem- 
bered what the system was.” 

When we asked if Mr. Spear was an ideal boss, Anne 
gasped, “Oh, no! He’s fair, and a great guy,” she 
added hastily, “but he drives himself to the limit, and 
that means that all of us have to drive just as hard— 
especially me. He keeps us on the jump; but, when he 
sees that we can take on new responsibility, he gives 
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the history of each glittering bauble from its crea- 
ation to the finished sample. Salesmen, designers, 
and production executives each have a different 
number for the same style; so Anne is indispen- 
sable for keeping everyone talking about the same 
thing. 

“I get all the information on next season’s fashions 
from these meetings,” chortles Anne, “And. since La 
Tausca Sperry jewelry is co-ordinated to the new 
sleeve lengths, necklines, and silhouettes, I manage 
to keep one step ahead of the fashion magazines 
without breaking the ever-lovin’ budget.” 

A sparkling, fresh-faced “junior” type with a short, 
curly cap of light brown hair and a perfect size-9 
figure, Anne prefers casual clothes in bright, clear 


colors. She is fortunate in having an aunt who is a 





capable ladies’ tailor sharing her family’s home, so 
Anne s encyclopedic knowledge of the 
style and factory number of each 






suits cost her only the expense of buying the ma- 





piece of jewelry is indispensable for sales terial. The rest of her shopping is done in Providence 


conferences. Here she visits the 
stockroom to check an order 


A luncheon date with professional associates. 
Left, Muriel Ingram, executive secretary 

of Gladding’s department store. Right, Barbara 
Johnston, secretary to the manager of the 
Sheraton Biltmore hotel in Providence. 


it to us—and lets us alone with it, which is even more 
important and satisfying in a job. 

One of Anne’s newest responsibilities is checking 
advertising layouts and copy and handling some of the 
production work. This, she feels, is the most important 
development to date in her career. 

There have been many other rewarding responsibili- 
ties aside from her daily duties of shorthand and 
typing. For example, Anne regularly sits in at de- 
signers’ meetings—when the styles for the next season 
are decided upon. She meets next with salesmen who, 
through their direct contact with buyers, know what 
will sell best of the new designs. at Gladding’s, or in Lord & Taylor’s Hartford branch 

Not just an innocent bystander at these conferences, (40 miles from home ). 


“<< 


Anne brings with her an encyclopedic knowledge of Forty miles” is nothing to Anne, an accomplished 


stvle and factory numbers, changes in prices, and driver since her first lessons on a hay truck at the 











e Room and e Church 200 « Car 9.00 
Anne s Board $2000, Gifts (weddings e Savings 13.00 
¢ Clothes 10.00 birthdays, etc.) 1.80 


Weekly e Entertaining 3.00 , $70.00 
Week ends Take-hom 

Budget « New Yorker trips about e-home 
7 Magazine 20 once a month 11.00 Salary 













Arthur Spear chose Anne from hundreds 
of applicants. “Anne seemed like a good bet,” he says. 
“I've got the best secretary in Pawtucket! She 

knows her fashion, and she’s a crackerjack at details.” 











































age of ten. In fact, commuting the 30-odd miles from 
home in Pomfret to Pawtucket, Anne is installed in 
her glass-enclosed office before 8 a.m. every morning. 
“Not much before eight.” amends honest Anne, “And 
I never get through at 4:30, our ‘closing’ time, either. 
It’s usually more like 6 or 7.” 

Dating is limited to week ends for this busy young 
secretary. “When you get up at 6 a.m., aren't home 
from work until 7 or 8, you just naturally fall asleep 
around 10 on week nights,” she says. But week ends 
at the Slattery home are wondrous occasions. If Anne 
is not off on a jaunt herself, to visit friends in any 
one «f four states (or to the house in West Hampton, 
Long Island, that she shared when she was a “tran- 
sient New Yorker”), she has a full complement of 


house guests. 


THE SLATTERYS GUESTS are fortunate indeed. Their 
comfortable old eighteenth-century house is a joy. It 
offers cows to milk, tennis courts nearby, riding stables 
in easy distance, and one of the best golf courses in 
the area only a duffer’s divot away. The atmosphere 
is relaxed, above all. Anne’s parents are both young 
and enjoy the tumult and the shouting as much as 
Anne's friends do, “I love to play bridge, and do play 
the piano—by ear—usually at parties where singing 
drowns out the sour notes,” Anne says. “Slat’s Sunday 
Suppers and Song Singings” are a regular occasion in 
the otherwise quiet town of Pomfret. 

Anne loves the freedom of the country. Although 
she still misses New York sometimes on week nights, 
she says she has no desire to go back to “cleaning 
that apartment or the rest of that stuff. In New York, 
friends and I used to spend most of our time figuring 
where we could go for week ends,” she says. “Now 
I'm here all the time, and I go down to see them in 
the city—very glad to leave again.” 

“Country” to Anne Slattery includes cows, as men- 
tioned, a handy man named Phil to help with them, 
a vegetable garden, cats, dogs, and enough rolling 
meadows to make them all happy. Before Anne left 
for school, the Slatterys kept horses—which the girl 
tended herself. 

“I used to smell like a barn,” she laughs. “Mother 
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Ann loves the freedom of the country. “Country” 
includes a vegetable garden, cows, cats, dogs, and 
enough rolling meadows to keep them all happy. 
Before Anne left for school, the Slatterys kept horses— 
which the girl tended herself. 


worried about me because I had no use for clothes 
or make-up. As long as I had dungarees, jods, boots, 
and sneakers I was happy.” The worry was wasted, 
it turns out, because Anne developed her personal 
clothes sense when she was fifteen and has her own 
“flair.” This consists of a trim, easy style in clothes 
and a positive passion for neatness and good groom- 
ing—though her only make-up consists of lipstick, a 
touch of powder (except in summer, when she tans), 
and curling her long eyelashes. 

Anne’s contribution to family living—aside from her 
financial contribution to the family budget—consists 
of helping with chores, decorating her own room 
(she painted and papered it herself), and helping out 
with the redeccrating of the house, which has gone on 
since the family moved in “and will probably go on 
forever,” according to her. She also pays for, and 
cleans up after, her week-end party giving. “Although,” 
she adds, “the whole family, including Phil, helps out 
at the last minute before guests come.” “I never seemed 
to need so much help in New York,” she mused, but 
left the thought quickly. 


(Continued on page 63) 


with one wall 


furnished it in 
is 14 x 18 (her 


was 8 x 12) and 
boasts a closet 
larger than her 
office at the 
La Tausca 
Sperry plant. 








Anne’s own room 
is her just pride. 
Done in soft pink 


covered with dog- 
wood-patterned 
paper, Anne has 


maple. The room 


New York room 











The Personnel Touch 





BY KAY BUTNER 


Personnel Director, Popular Science Publishing Company 


Secretaries with a Sixth Sense 


HADN'T MEANT to listen in 

on the conversation of the two 
girls sitting next to me, but I 
couldn't help myself. I was lunch- 
ing alone in one of those little 
restaurants where the tables are 
so close that you're practically 
seated with anyone who happens 
to be at the next table. If they 
speak at all, you hear them—if the 
conversation is interesting, you 
listen. 

“I don’t know what she did have,” 
said one of the girls, “but she now 
has the job we wanted and the ex- 
tra twenty dollars a week that goes 
with it!” 

“That's what I mean,” said the 
second girl. “Why did they give the 
job to her? Betty is no older than 
we are, and weve been with the 
company longer than she has. Yet, 
when they needed an executive sec- 
retary, they picked her!” 


PERHAPS AT THIS POINT the second 
girl became aware of me. At any 
rate, she seemed embarrassed. “Oh, 
look, Hilda, I was just kidding 
about Betty getting the job we 
wanted. I’d like to have the salary 
she’s getting, but I'd hate to go 
through what she’s going through 
to earn it! She’s worked late three 
nights this week. She could have 


gone home Wednesday night, but 


she stayed to help locate the 
Brenner file because Mr. Warren 
needed it. Believe me, that job is 
no cinch.” 

The first girl refused to be mol- 
lified, and she was still complain- 





ing about the injustice of it all 
when they collected their wraps 
and left the restaurant. 


As A PERSONNEL piRECTOR, I had 
been very personally involved in 
these little dramas many times be- 
fore. Almost every secretary, it 
seems, aspires to be an executive 
secretary. But, with the extra dol- 
lars in an executive secretary's 
pay check, there is the extra re- 
sponsibility, extra work, and some- 
times extra hours. 

Yet, with all the additional head- 
aches that are the lot of the ex- 
ecutive secretary, she usually looks 
on her job as more than a job— 
to her, it is a genuine interest. 
She speaks not of the company 
that employs her, but of her firm. 
She is aware of what is happen- 
ing in her company and in the 
industry as well, and the language 
of the industry is part of her every- 
day vocabulary. When you see her 
reading at her desk, more than 
likely she is scanning a trade pub- 
lication for information that may 
be helpful to her boss. She real- 
izes that she is paid for what she 
knows as well as what she does; 
and, more important, she feels a 
sense of loyalty toward her boss that 
makes her really want to help him. 


However, despite a crammed busi- 
ness schedule, an executive secre- 
tary usually finds time to do per- 
sonal favors for her boss. She 
thinks nothing of spending her lunch 
hour shopping for the “perfect” an- 
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niversary gift for the boss to take 
to his wife. She finds time to ad- 
dress his Christmas cards by hand. 
She balances his check book; writes 
his thank-you notes; does all she 
can to make life easier for him. 

But. with all she has to do, she 
knows “first things come first” and 
never is confused. In fact, an ex- 
ecutive secretary is rarely told 
what to do because she anticipates 
her boss’s needs. Her boss doesn't 
have to ask her to come in early, 
stay late, or take a short lunch 
hour. She knows what is needed 
almost as well as the boss does; 
and, when there’s work to be done 
after five, she stays. 


BECAUSE executive secretaries usu- 
ally work for top executives, they 
are among the first to know of 
management's plans, progress, and 
problems. For this reason, much 
of their work is confidential and 
might be considered interesting. 
But they can never share their 
knowledge. They never, never talk 
—not even to their closest friend 
in strictest secrecy. On the other 
side of the picture, the confiden- 
tial nature of her job forces the 
executive secretary to do many 
jobs that another secretary might 
turn over to the stenographic pool 
or to the office boy. For, if an 
executive secretary inadvertently 
passes on important information 
with a trivial job, results can be 
embarrassing, and even disastrous. 
An incident that happened to a 
friend of mine (Continued on page 59) 


19 











How to | mprove 


Your 


WRITING 
ABILITY 


and make it a 


plus factor in your pay check 


BY JOHN P. WHITCOMB 








VERYBODY NEEDS TO KNOW how to write 
good letters. And, for a secretary, it’s a dollars- 
in-the-pay-check asset. The ability to write good let- 
ters is a key factor in your career. The more respon- 
sible your secretarial job, the more important will be 
your ability to relieve the boss of many of his cares. 
He will appreciate the secretary who can compose 
for him clear, thoughtful letters—the kind he might 
have (or wishes he might have ) dictated himself. Here 
is one way in which a clever secretary can distinguish 
herself from the run-of-the-mill employee and can win 
the better job her ability warrants. 

Fortunately, it’s easy to write good business letters. 
Anyone can readily learn the technique. But exactly 
how you compose these letters will depend to a large 
extent on your boss’s personality. Perhaps the first re- 
quirement for writing letters he will approve is a 
thorough understanding of your boss and what he 
expects from you. Some men will outline all letters 
in detail. Others are pretty vague about what they 
want. How far you can go on your own depends on 
what the boss wants. 

Mr. Scareall was one of the vague type who left it 
all up to his secretary. He never talked—he just bel- 
lowed. His new secretary, Miss Domuch, was fresh 
out of school. If there was one thing she knew about 
being a good secretary, it was that you had to do “ex- 
actly what your boss tells you.” 

This was only her second day at work, and so no 
one could blame her for being slightly nervous. Tim- 
idly she approached Mr. Scareall with a letter from 
a customer who complained that he hadn't received 
his shipment. 

When confronted with this letter, Mr. Scareall re- 
moved his cigar from his mouth just long enough to 
bellow, “Tell that blockhead I shipped him that junk 
yesterday!” 

Since the cigar was back in place and being chewed 
vigorously, Miss Domuch concluded that was all. She 
went out to type the letter. A few minutes later Mr. 
Scareall received the following for his signature: 


Dear Blockhead: 
I shipped that junk out yesterday. 


Yours truly, 
Wendell B. Scareall 


When Mr. Scareall saw this letter, his cigar quiv- 
ered; and Miss Domuch soon learned that you can't 
always do “exactly what your boss tells you.” In fact, 
Miss Domuch learned that being a secretary not only 
requires ability to interpret what your boss wants, but 
also ability to express in writing what he would like 
to say. 

Your letters should always create a good impres- 
sion for your employer. People will judge you, your 
boss, and your company not only by what you say but 
by how you say it. If you are talking to a person, 
you can see what kind of impression you are making. 
If your listener has trouble understanding you, you 
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can try again. When you drcep a letter down the mail 
chute, that’s all. You don’t have a second chance. 

Here are a few basic principles for writing good 
letters. Notice that these are not hard and fast rules. 
Writing is creative; you can’t simply “follow the easy 
directions on the label.” This is true for the author 
trying to write a great novel, and it’s true for the 
secretary trying ta compose a good letter for her 
boss. But keeping these points in mind helps: 


1. Say exactly what you mean 

This can’t be emphasized too strongly. The con- 
fusion that can arise from correspondence is simply 
amazing. Even if your letter is read carefully, your 
meaning can easily be misunderstood. (And never 
count on your letter being read carefully! ) You must 
say exactly what you mean. Ask yourself, “Are these 
instructions clear? Will he know what we want him 
to do and how to do it?” 


2. Say it simply 

Don't use high-flown language or big words just for 
the sake of impressing someone. Write “try to find 
out” rather than “endeayor to ascertain.” 

You may have thought that the story we told earlier 
in this article is apocryphal. You'd be right, but most 
people would understand you better if you would say 
simply, “I don’t think the story is true.” 


3. Get right to the point 

Executives are busy people, who often have time 
enough only to skim their mail. They appreciate the 
correspondent who eliminates elaborate openings and 
gets right down to the meat of his message, says what 
he wants to say, and stops. Business letters needn't 
be lengthy epistles. The shorter they are, the better. 


4. Use short sentences 

Our best writers today average about sixteen to 
eighteen words in a sentence. Tests show that sen- 
tences of more than twenty words generally make 
reading difficult. Most long, complex sentences can 
easily be broken down into shorter, simpler ones. 
Frequently, sentences in business letters tend to be- 


THE LETTER SAID THIS... 


Should the supply of folders sent to you prove to be insufficient to meet 


come long and involved. A crisp, concise style will 
be appreciated. But don’t go to the other extreme. 
A long series of simple five- or six-word sentences is 
clear but monotonous. 


5. Spice it with variety 

Try to develop a lively, original style that reveals 
your (or your boss’s) individuality. Avoid clichés 
and stilted patterns of writing. Stuffy business jar- 
gon just clutters up a letter. Keep your style friendly 
and conversational. Pretend you are telephoning the 
message, and write it the way you (at your best) 
would talk to the person on the other end of the line. 


6. Avoid unnecessary words 

They're like carrying ants to a picnic. Always read 
your letter over carefully. Make every word work 
for you. Eliminate those that don't. 


7. Use good human relations 

Everybody likes to feel that the letter he receives 
is a personal message, not just another form. Letters 
written by a secretary should generally be somewhat 
restrained. Yet a friendly tone, a bit of humor, some 
slight pleasantry—these are the things that can “make” 
a letter. They will please your reader and make him 
remember you (or your boss). The better you know 
your employer and the more he trusts you, the more 
opportunity you will be given to write letters that 
are not strictly routine. But this does not mean that 
you can be flip or disregard business etiquette. When 
in doubt, by all means be conservative. 


8. Always be courteous 

This may sound both obvious and easy, but be as- 
sured it isn’t. Something you write with perfect friend- 
liness and good will may easily be misunderstood. 
The typewritten page cannot show what your tone 
or facial expression might have revealed. Therefore, 
its a good idea in writing letters to be extra cour- 
teous. Never blame or accuse anyone directly. There's 
a big difference between “Apparently you misunder- 
stood our order” and “Apparently our instructions 
were not clear.” 


BUT ISN'T THIS BETTER? 


If you need more folders, just ask us for 


your requirements, application should be made to this office for additional them. 


copies. 


We solicit any recommendations that you may have to make in this matter 
and wish to assure you that any such recommendations will be given our 


careful consideration. 


We wish to bring to your attention the fact that our invoice... 


We shall be deeply grateful for the favor of a reply. 


Due to the fact that at the present time your check in the amount of $50... 


We beg that you return the form attached hereto at your earliest con- 


venience. 


Reference is made to your letter of January 16 in which you requested us... 


Let us have your suggestions. We shall 
consider them carefully. 


Please note that our invoice 
Your reply will be appreciated. 
Because at present your check for $50... 


Please return the attached form as soon 
as convenient. 


On January 16 you asked us... 
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OF LIFE 





By Anne Slattery 


“Don't think the gang has even seen this outfit.” 


7] E DON’T KNOW when our house was first built, 

"but we assume it was probably around 1779. 
We do know that it was the first post office between 
Hi — and Boston, established as such on January 
1, 1795. The postmaster, Lemuel Grosvenor, also ran 
a tavern in the post office (our house! ). 

George Washington, of course, visited Mr. Gros- 
venor’s tavern-post office. It is recorded that Mr. Wash- 
ington spent the night there with Secretaries Jackson 
and Lear on Saturday, November 7, 1789. Saturday 


nights have been big at our house ever since! 
Weekdays we live quietly, with maybe a coffee 

guest or two. Sundays are family days, with church in 

the morning, family dinner in the afternoon, and maybe 
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“Wish that stubborn strand would stay in place!” 














a song fest and a simple buffet for a few friends 
the evening. But Saturday is our Big Bash! 

Since most of my friends are newlyweds and all of 
us live on a budget, our favorite is an “everybody 
bring” party. Some of the girls specialize in salads, 
others desserts. My own contribution is generally 
a casserole (cheap and easy) learned in the days 
when I lived in New York and had to consider cook- 
ing, cleaning up, and paying for all my entertaining. 

Although we have an agreement that my entertain- 
ing is my own responsibility, last-minute rushes are 
inevitable; and then Mother and Phil step in with 
their own specialtv—canape trays. These are things 
of beauty, and my guests—often even I—gasp at them. 
(Good, too. ) 

[ guess many people believe that their homes are 
expressive of their personalities. I think our family 
is expressive of our house. We can’t be formal or 
stuffy with all those meandering rooms. Daddy’s 
and Mother's 


kitchen—our big housing splurge—is citified and com- 


cows make the place sort of “farmy,” 


“Just about half an inch 
shorter, Aunt Mary.” 
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“Hope it tastes as good 
as it smells.” 


“Think we'll have 


enough to go around, Mary?” 


fortable. This makes us feel that we have the best 
of both possible worlds, and a more contented group 
you couldn't find. Our guests just naturally feel at 


home and relax because we do ourselves. 


Anne’s Recipe for 


“Small Apartment” Shrimp Casserole 





2 Ibs. fresh shrimp (boiled). Chop, into 
small pieces, the following: 
4 stalks celery 


e l large onion °¢ 


¢ | clove of garlic (mince ) 


and... brown them in 2 tablespoonfuls of salad oil. 


e2 a leaves ¢ 1 sprig of thyme 
e dash of tabasco sauce 
Cook sauce tor 40 minutes, then add 


shrimp and let simmer for 10 minutes more. 


Serve on top of rice (2 cups uncooked rice 


makes ehough for four servings 
when cooked—I use Minute Rice. ) 


Serves tour persons. 


| | 
| | 
| | 
| | 
| | 
| | 
| | 
| | 
| | 
| | 
| After Gam are browned, add the following: 
7 e 1 No.2 canof tomatoes ©¢ salt and pepper 
| | 
| | 
| | 
| | 
| | 
| | 
| | 
| | 
| 
| 





“Sure, I know that one. What key?” 
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LONG WITH THE FUN and excitement of send- 
A ing out Christmas greetings and gift packages, 
there often comes a sudden revelation—you discover 
that your knowledge of mailing regulations is a bit 
sketchy, and rather rusty, to say the least. 


Or COURSE a question-and-answer session on how to 
get out the mail could turn into a “talkathon,” the sub- 
ject is so vast. However, there are some questions that 
come up more often than others, and they are the ones 
covered and summarized here fdr handy reference. 
Also included is a listing of material available from 
the post office that will be a source of information when 
youre “stuck” for the right answers. You may find it 
handy during the next few weeks. You may even de- 
cide to clip it for year-round use, labelled “How to 
Avoid Standing in Line at the Post Office.” 


Literature Available. The most useful publication 
is the Postal Manual—Chapter 1 covers Post Office 
Services (Domestic); Chapter 2, International Mail. 
Get one from the Superintendent of Documents, U.S. 
Government Printing Office, Washington 25, D.C. 
Price, 65 cents. You may pick up a condensed ver- 
sion of Chapter 1 (free) at your local post office. Ask 
for POD—Publication 3. Also get these (free): 
Form 2902, “International Mails”; also, “How to Order 
Printed Stamped Envelopes,” and bulletins issued in 
October and November concerning Christmas mail. 

The bulk of your mail may be destined for places 


The signs are already here 





Getting Out 


THE HOLIDAY MAIL 





44. Shopping Days 


before Christmas. Translated into secretarial terms, 


Mailing Days before Christmas. 


BY MARION NOYES 


within the United States, so let’s review domestic mail 
information first. Then we'll have a look at foreign 
addresses—the kind that set you dreaming for a mo- 
ment as you type the envelopes. 


DOMESTIC MAIL 


First Class. This includes letters, post cards, any- 
thing wholly or partly in writing, and any sealed 
material. The rate is 3 cents an ounce except for 
postals, which are 2 cents each. For double postals, 
4 cents must be paid. Business reply cards go for 
3 cents each, collected when delivered. 


Second Class. Forget this one unless you work for a 
publisher or want to mail a newspaper or magazine in 
entirety (no additions or subtractions). That costs 
2 cents for the first two ounces; 1 cent for each addi- 
tional two ounces or fraction thereof; or you may use 
the fourth-class rate, whichever is lower. 

Third Class. This covers books and catalogues of 24 
pages or more that weigh up to eight ounces (no writ- 
ten or typewritten material ). The charge is 2 cents for 
the first two ounces and 1% cents for each additional 
two ounces. 


Fourth Class. You probably refer to this most of 
the time as parcel post. It takes care of packages 
weighing over eight ounces—merchandise, printed mat- 
ter, anything not covered by one of the other three 
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classes. Rates vary according to postal zones—the 
distance your mail has to be carried. If you have 
much of this kind you may purchase for $8 the Direc- 
tory of Post Offices from the Superintendent of Docu- 
ments, Government Printing Office, Washington 25, 
D.C. Also get (free) from your post office a zone key 
for the unit where you are located. Thus armed, you 
can figure the exact postage you will need. 


Air Mail. Up to eight ounces, letters and packages 
cost 6 cents an ounce. Air postals need 4 cents; air 
mail in business-reply envelopes is 6 cents an ounce, 
plus 1 cent apiece collected when delivered. Rates 
for air mail over eight ounces are determined by zone. 
In weighing any kind of mail, remember that a fraction 
is treated as a whole unit. For example “2 cents for 
each 2 ounces” means 2 cents for each 2 ounces or 
fraction of 2 ounces. 


Registered and Certified Mail. Remember the dif- 
ference between the two? If you want indemnity in 
sending cash, negotiable documents, or other val- 
uables, use registered mail. You will be charged 
(in addition to regular postage fees) according to 
vour valuation. Complete rate schedules are given in 
Postal Manual and in POD—Publication 3. Fees 
are listed for valuations from one cent to $15,000,000! 
You must declare the exact valuation, but liability 
is limited to $1,000. In sending very valuable articles, 
it is best to obtain additional protection by commercial 
insurance. 

Certified Mail carries no indemnity and costs less— 
a flat 15-cent fee in addition to postage. Use it for 
important correspondence and documents. For either 
registered or certified mail, you may pay extra fees 
for extra services: Delivery to addressee only, 20 cents; 
return receipt, showing to whom and when delivered, 
7 cents; return receipt, showing to whom, when, and 
address where delivered, 31 cents. 


Insured Mail. Only third- and fourth-class mail may 
be insured. The wrapping must show complete names 
and addresses of both sender and addressee. Liability 
is limited to $200. Consult your pamphlet or Manual 
for fees according to valuation. For mail insured over 
$10, you pay 20 cents extra for restricted delivery and 
can obtain return receipts the same as for Registered 
and Certified Mail. 


Money Orders. Although you may not use these 
often, keep a few applications (Form 6001) in your 
desk. Note that the maximum amount for a single order 
is $100. Money orders must be cashed within one year 
from the last day of the month of issue. 


C.O.D. Using Collect-on-Delivery for an unpaid-for 
article, you may have the price and the postage col- 
lected from the addressee and returned to you by 
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postal money order. You may also register C.O.D. 
articles. Fees vary according to liability, and are 
limited to $200 for unregistered C.O.D.’s, and $1,000 for 
registered C.O.D.’s. All claims for registered, insured, 
or C.O.D. articles must be filed within one year from 
the date of mailing. 


Specials. “Special Delivery” does not insure safety 
or provide indemnity. Valuables should also be reg- 
istered. For first-class mail, the fee is 20 cents up to 
two pounds; 35 cents, same weight limitations, for 
all other classes. Fees are higher for higher weights. 
(See POD—Publication 3.) Special delivery airmail 
fees vary according to class. “Special Handling” 
applies to fourth-class matter only. It provides the 
best handling and dispatch, but doesn’t include spe- 
cial delivery or insurance. The fee for a package 
of not more than two pounds is 15 cents. “Fragile” 
must be marked on packages containing breakable ar- 
ticles. and “perishable” must be put on packages of 
fresh foods. “Do Not Bend” may be used only when 
your package is protected with stiffening material. 
“Rush” may be written only on packages sent special 
delivery or special handling. 


Metered Mail. Postage meters speed up your prep- 
aration of mail and its handling by the post office, so 
consider them as a help for solving your mailing 
problems. You may pay postage by printing meter 
stamps on any class of mail. Postage meters must be 
leased from an authorized manufacturer. Your post 
office will give you the names of those convenient to 
you. Also, you must obtain a meter license from the 
post office (at no charge), applying on Form 3612. Your 
postage meter will be set and sealed by postal author- 
ities for the amount of postage you purchase. Later, 
you may take the meter back to the post office 
for additional postage. Complete details are in the 
Postal Manual. 


Stamps, Envelopes, and Cards. Stamps come in 
sheets, books, and rolls. Experiment and buy the kind 
most suited to your own needs. 

You may purchase stamped envelopes, regular or 
window, in various sizes, single or double stamped 
postals for domestic or foreign use; and, if you wish, 
you can order stamped envelopes with your firm’s name 
and address printed on them ( Form 3203). 


FOREIGN MAIL 


International Mail is classified as surface and air 
mail, A Postal Manual is a necessity if you have much 
foreign traffic. If you want even more detailed infor- 
mation, get the Directory of International Mail ($5) 
from the Superintendent of Documents. Regulations 


change frequently, so also (Continued on page 58) 
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DR. ALAN C. LLOYD shows how 
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For Column Headings 


(7) In a hurry? Then, block the heading with the 
column and underscore it—not the prettiest way, but 
a good one—and the quickest. If you have time, center 
the heading: (8) Note by how many spaces the 
column is wider than the heading; then indent the 
heading half that number of spaces. Or, (9) center 
the heading from the middle of the column, which is 
reached by setting the carriage at the start of the 
column and then tapping the space bar once as you 
say each pair of letters in the longest item in the col- 
umn. 
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tabulations are really EAS 4 


when you use these techniques 











When a table is a new edition of last month’s report, copy its arrangement: 
(1) Lay a sheet of paper over the old one and lightly pencil the column starts 
and top margin. Or, (5 
counting the lines in the top margin as you back the paper out. 


) insert the paper and set tab and margin stops by eye, 


For New Tables 


(3) Allow 6 spaces between columns, by backspacing 
from the center of the paper 3 times for each between- 
column blank. (4) Continue backspacing, once for 
each 2 spaces occupied by the longest items in the 
columns. (5) Set the margin stop at the point to which 
you backspace. (6) Space across the paper, setting 
a tab stop after you space through each column and 
the 6 spaces that follow it. 


For One-Off Columns 


Is a money cokrmn one stroke too wide or too narrow 
for exact centering? Then remember: The $ sign may 
be (10) counted or (11) ignored—whichever makes 
the centering easier. In other kinds of columns, you 
can (12) make the heading wider, maybe, by inserting 
an extra space between two words; or (13) move the 
heading toward whichever side of the column is 
straight. Or, best of all, shrug off the 1-space difference. 
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For a Long Table 


So that you won't lose your place on 
your working copy, draw (14) a pencil 
line every 3 
Then (since whoever will read the table 
might need a similar help), put a blank 
line after each group of lines as you type 
them. Lines in a group (15) should be 
a consistent 3, 4, 


or 4 lines down the page. 


or 5. 


For a Ruled Table 


Tables with horizontal rules are easy to 
set up: (16) After you have backspaced 
to center your table and have set the 
margin stop (as in Step 5, on the preced- 
ing page ), tap the underscore key instead 
of the space bar as you “space over” to 
set the tab stops. Since the first ruled 
line is always a double one, you have an 
extra chance to check your settings be- 
fore you use them. 
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For Vertical Placement 
If you can, copy a top margin, as in 
Steps 1 and 2 or 17. 


that and are in a hurry. 


If you cannot do 
(18) 
12-line top margin—that’s almost always 


leave a 


acceptable. If you feel you must center 
the table vertically, use the roller method: 
(19) Insert the paper halfway around, 
and then turn the cylinder knob to back 
down the paper 1 line for every 2 lines 
in the copy (much as you backspace to 
center something horizontally ). To find 
the vertical center, (20) insert the paper 
so that its top and bottom edges meet 
at the paper guide, and then turn the 
paper up 3 lines. 
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For Tables in Series 


They should (17) look alike. Quickest way to make them look alike is 
to use for all of them the same top margin that is required for the 
longest of them. Another way: Use horizontal rules on all of them. When 
several tables have the same number of columns, you can sometimes 


set the stops for the widest table and then use them for all the columns, 


even if some may appear a little misplaced; consistency is more im- 


portant than prettiness. 
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The important thing is clarity; the sole purpose of arranging material in columns 
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is to make it easier to read and to understand. 
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GOLD PIECE 


Illustrated by Hy Bley 
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BY NAOMI SWANSON 
Editor, Consumer Education Department 


Household Finance Corporation 








7HAT HAPPENS when your pay check is turned 
\ into cash? Do vou feel rich for a day? Do you 
buy that dress or pair of shoes you've had your eye on? 
Do you feel that vou aren't receiving a sufficient salary 
to purchase any of the things you want? Will you be 
broke before next pay day? Do you think that, if you 
only had a little more money, you could make ends 
meet? Have vou ever thought that there might be an- 
other solution—something you could do, such as trying 
a money-management plan? 

Very simply, money management means knowing 
what you want vour income to do for you, then using 
each dollar to reach those goals. It means sending your 
nickels and dimes along a definitely charted course in- 
stead of letting them roll away from you on their own 
aimless, lighthearted way, unheeded. 


Put Some of Your Goals Down on Paper 


A well-groomed appearance is a big asset, so clothes 
—smart clothes and a great many of them—will prob- 
ably top your list of desires. Perhaps you may want 
to aim for an exciting vacation or a trip to Europe. 
Or, looking ahead a few vears. special training to 
increase your job potential. Maybe simply saving 
for that nebulous “future” of home, husband, and 
family is your biggest goal. Possibly you may want 
to help finance schooling for a younger brother or 
sister. If you work where it’s easy to get into the 
open country for week ends, you may even list a car. 

Curl up on your couch tonight with a thick pad of 
paper and put down some of the things you really 
want. You can probably think of a hundred things, 
but let your good sense help you sift your goals into 


places of first, second, and third importance. 


How Can You Reach Your Goals? 


Here's where you go into business for yourself. 
In your new firm, you'll be more than a secretary. 
You'll be president, treasurer, and purchasing agent 
You've set your goals. Now your job is to figure out 
how to reach them. 

How far can you stretch that pay check? 

Each month youll have certain fixed expenses, 
such as lunch and carfare. If you live with your 
family, you probably contribute money for rent, food, 
laundry, and other items. You may have certain fixed 
expenses if you rent a room or share an apartment. 
If you've bought a health and accident or other in- 
surance policy, premiums will come due on specific 
dates (unless they, like taxes, are deducted from your 
pay check). To find out how much you should set 
aside from these, and other large occasional expenses, 
divide the amount due by the number of pay periods 
between now and the time vou have to pay. This is 
the amount of money you must save each month to 
have the total amount ready when you need it. Add 
it to your fixed-expense list. Total all the items for 
which you pay money regularly and arrange to take 
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that amount out of your salary each payday before you 
do any further computing. 

Next, take a look at your flexible expenses—those 
for which you pay varying amounts or which show 
up only occasionally. Food is a regular item of ex- 
pense, morning, noon, and night, not to mention 
snack time and coffee breaks. It’s an important item, 
and you should eat well; but the amount you spend 
can vary with planning. Grooming is another flexible 
item. These costs can also be adjusted with careful 
planning, buying, and a do-it-yourself campaign. 
Clothing and accessories—stockings, costume jewelry, 
hats, purses—can take a big chunk out of any salary 
unless they're purchased strictly according to well- 
laid plans. Don’t forget costs of repairs and clean- 
ing. Gifts and entertainment tap the pocketbook 
regularly, too. Birthdays, parties, week-end jaunts, 
showers, weddings, and Christmas make life gay but 
sometimes expensive. 


To GIVE you A BASE on which to build your money- 
management plan, keep track of every cent you spend 
for two weeks or a month. Make sure your record 
covers at least one pay period. Remembering where 
every quarter goes is impossible, so keep a small 
notebook handy in which you can jot down the neces- 
sary facts and figures. You'll soon have an accurate 
record of your flexible expenses. 

Look it over. If you see areas where you've been 


overspending, now's the time to do something about it. 


Put some of your goals down on paper. 








— 


Keep track of every cent you spend 
I ; ] I 


for two weeks or a month. 


Estimate what your flexible expenses are going to 
be and what they'll cost over your next pay period. 
For example, suppose you are paid every two weeks, 
roughly ten working days. If you usually buy a news- 
paper every night, earmark fifty cents for newspapers 
on your list of estimated flexible expenses. Averag- 
ing the cost of lunches you ve had recently (you 
should have a record in your notebook), how much 
money should you set aside for the next ten working 
days? You may have to do some crystal gazing into 
your future. Will you run out of toothpaste in the 
next few days? Is your dentist’s bill just about due? 
Try to be accurate and fair in estimating your ex- 
penses, but don’t quibble over pennies. As you be- 
come more practiced, you'll soon notice how many of 
your expenses seem to fall in a regular pattern. 

Add up your monthly fixed expenses and your 
monthly estimate for flexible expenses. Subtract the 
total from your take-home pay. What's left for your 
big goals? 

“Absolutely nothing,” one attractive young secre- 
tary said to us indignantly. “You can barely exist 
on the average secretary's salary, so whiat’s the point 
of all this figuring?” 

The point is that this indignant young lady is now 
sending us “wish you were here” post cards from a 
long-dreamed-of vacation in Mexico. She got there by 
figuring. She went back over her list of expenses 
and figured out how to change the estimates down- 


ward on practically every (Continued on page 65) 
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What very Good Secretary Should Know About 


SWITCHBOARDS 


BY CHARLOTTE BOLGER 


JF VER THOUGHT of running a switchboard? Al- 
E though the idea may never have entered your 
mind, operating a switchboard is not so completely un- 
related to the secretarial kingdom as you might think. 
Believe it or not, it is the one extra skill for which you 
are most likely to be called on—and least likely to be 
trained in. For, unlike other office skills, switchboard 
operating is a field in which few opportunities for 
training are available to the jobless girl or woman who 
decides she wants to try it. 

Where do our PBX (Private Branch Exchange) op- 
erators come from? How are they trained? Many are 
former telephone company employees, but many oth- 
ers become operators or acquire a working knowl- 
edge of switchboards merely by chance. They are 
promoted to the position, are asked to relieve on the 
board, or are perhaps hired as combination secretary- 
operator on the basis of their secretarial training or ex- 
perience alone. For these girls. training is no problem. 
Bell System PBX training schools are at the service of 
management in training new or inexperienced person- 
nel in the operation of the switchboard. This training 
usually lasts for one day. It is available on request and 
is given free of charge. 





Similar in appearance to the ordinary house telephone, the 
push-button telephone is generally used in small offices where 
there are not enough calls to necessitate a switchboard. The 
set is simple to operate and extremely useful to the secretary. 
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WHAT DETERMINES THE TYPE OF PBX to be used by 
vour office? First of all, the number of outside lines 
required by your firm; second, the number of ex- 
tension telephones used. 

In a smaller office that requires more than one out- 
side line but that has no extension numbers, a switch- 
board is generally not necessary—a push-button tele- 
phone is used. This telephone is very similar in appear- 
ance to the ordinary house telephone, except that it has 
a slightly larger base with a row of black or lucite but- 
tons at the bottom; small markers above each button 
indicate the number of the outside line or the purpose 
of the particular button. These telephones are very 
simple to operate, once you are familiar with them, and 
can be extremely useful to the secretary or receptionist 
assigned to answer them. 

A button marked “Hold” allows you to answer more 
than one call at a time without using another tele- 
phone. If another call comes in while you are speaking 
on one line, you simply ask your party to wait a few 
moments, push the “Hold” button, then push the but- 
ton for the line that is ringing. 

Other buttons that are available on this type phone 
are the “signal” button, which rings your boss and no- 
tifies him he has a call; the “inter” button, which priv- 
ately connects you with the boss so that you may tell 
him who is calling and which line to take; and the “cut- 
off” button that will cut off the line you are speaking 
on from any other phones using that same line. This 
allows you to speak privately with your party without 
fear of interruption from other persons who may be 
trying to use that line. 


A KEY SWITCHBOARD is merely an elaboration of the 
push-button phone. A key switchboard is used by a 
larger office that has some extension numbers. There 
are two models, each of which is available with three 
trunks (outside lines) and seven extensions, or with 
five trunks and twelve possible extensions, 

The model of this type of switchboard that is the 
most commonly used is boxlike, stands on your desk 
with its own telephone alongside, and is operated en- 
tirely by pushing the many keys facing you. The trick, 
of course, is to know which key to push which way at 
what time. You don’t really have to be psychic to know, 
for once you have been trained in its operation, you 
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The latest model in key switchboards is the “507,” which 
stands on the desk with its own telephone alongside. Designed 


for offices that have from seven to twelve extensions, the 
“507” has a slanted board providing for ease of operation. 


find that each key has its purpose; and you discover 
the lights and signals that help you to avoid making a 
hopeless confusion of everything. 

The newer type key switchboard, called the “507,” 
is handsomer than the box type and slightly resembles 
a calculator. It is operated in much the same manner 
as the box type, however, except that the signals are 
placed differently, and the key pushing becomes a 
little less tiring because of the slanted, rather than up- 
right, position of the board. Key switchboards, except 
in very busy offices, are usually operated by a combina- 
tion secretary-operator or receptionist-operator who 
has other duties to perform aside from operating. 


THE CORD SWITCHBOARD is one step more complex. 
This type of board is used in offices requiring more 
than twelve extensions. It can be used in one or two 
positions (that is, with one or two operators) and 
can handle as many as eighty to one hundred and 
twenty extensions, The operator who uses it in its 
one-position arrangement may or may not have other 
duties, depending on how busy the office is. Here, 
she sits at the board, much as she would sit at a desk, 
and wears a headset so that both hands may be free 
to operate the cords and keys. 

In three positions (three operators) or more, the 
board becomes a multiple board. Although its versa- 
tility is greatly increased, the difference in operation 
is slight. In very large companies that require multiple 
boards, the operating room may look and sound much 
like a small telephone exchange. Here, operators may 
work in shifts and positions may be added and sub- 
tracted as the demands of the day or night increase or 
decrease. But each extension and each outside line is 
always available to every operator working. The 
operator at the cord switchboard is usually respon- 
sible also for ticketing—keeping records of—outgoing 
long-distance and toll calls. 


Although terms such as “cord” and “jack” may seem 
to make the cord switchboard a little frightening, once 
you have mastered the technique of keeping the cords 
from strangling you or each other, operation can be- 
come a pleasant and exciting affair—when operators 
and extension users have been properly trained in the 
best manner of achieving a good tone of service. 

Here, the Bell System comes to our rescue with many 
and varied aids. Qualified operators are available 
through their PBX placement bureau; and, as we men- 
tioned earlier, new and inexperienced employees can 
be trained in the Bell System’s PBX training schools. 
Also available are consulting engineers, who will ad- 
vise as to the type of switchboard needed; PBX serv- 
ice advisors, who can arrange for surveys to be made 
of your telephone service in order to determine where 
difficulties may lie and how they may be corrected; 
and (in most Bell System companies ) customer-serv- 
ice consultants, who can come and train extension 
users in the proper technique of telephone usage and 
courtesy. In some cases these customer-service con- 
sultants are able to give voice training, with the 
aid of recorders, as well as training in telephone sales 
technique. 

There are available also booklets and posters and, 
in many instances, 16mm motion pictures that can be 
brought to your office and shown to all employees. 
These films are entertaining as well as extremely help- 
ful in illustrating the need for proper tone of service. 


So, IF YOU SHOULD BE ASKED TO RELIEVE On your switch- 
board or to take it over in addition to other duties, 
don't let what may seem like a dynamite box or an 
octopus frighten you. Ask to be properly trained, then 
step into your new duties with pleasure and confi- 
dence. It’s a fascinating new world, and one where 
skill and technique can create harmony for your entire 
office or company. 





From 80 to 120 extensions can be handled with the cord 
switchboard. The operator using it may or may not have other 
duties, depending on how busy the office is. Very often the 


secretary relieves the switchboard operator during lunch hour. 
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Shopping makes Sense 














Looking ahead to holiday festivities — 
a nylon sari dance frock, with its own matching 

stole, by Fred Periberg. In red, white, or a 4 

turquoise, with gold. Sizes 8-16. $39.95 ‘ . 
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Lightweight wool-tweed separates in soft, 

pastel shades of coral, lilac, green, and beige. 
By Susan Thomas. Sizes 10-18. Skirt, $12.95. 
Jacket, $17.95. White jersey blouse, $9.95. 





Long-forso coat dress by Jonathan Logan, in menswear 
flannel. White linen trim at mandarin neckline is 
repeated on cuffs. In charcoal gray, brown, or 

blue; and in oxford gray. Sizes 5-15. $19.95. 





Basics—Adelaar's wool jersey man-tailored shirt in wide 
range of colors. Sizes 10-18. $7.95. Gossard's ‘‘all- 
in-one"’ foundation garment of white net elastic. $16.50. 








akes Sense... 


when you know your type, when you analyze 


your needs, and when you key your wardrobe to the 


limitations of your own budget. 


Anne Slattery developed her personal clothes 

sense when she was 15 and has her own “flair.” 
This consists of a trim, easy style in clothes and 

a positive passion for good grooming. 

A sparkling, fresh-faced junior type, with a perfect 
size-9 figure, Anne does most of her shopping 

at Gladding’s department store in Providence, R. I. 
It was at Gladding’s that she selected 

the clothes featured in this month’s fashion 
section of Today’s Secretary. For the store in 
your area carrying these items, see page 58. 





Sleeveless V-neck princess sheath 

of cotton and acetate brocade, with unlined 
Spencer jacket. By Jerry Gilden. In 

beige, pale blue, mauve pink. Sizes 8-18. 
$22.95. A new note in 

fashion accessories—jeweled eyeglass frames 


<_< 
ee 


for evening wear, by Flairspecs. 
Photos taken at Cavanagh's 
restaurant, New York. 
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Jeweled, two-piece 

wool knit, by Kimberly. In 
rich, rare colors of 
toast, mint green, coral, 
Dior blue, navy, and black. 
Sizes 8-18. $35. 


be cee 
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Jewelry by La Tausca 
Sperry; Gloves by 
Superb; Handbags 
by Theodor of Cali- 
fornia; Shoes by 
Town and Country; 
Scarves by Glentex 
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BEA 
BAD-WEATHER 
BEAUTY 


Aqua Sheen's chic Vinyl raincoat and cloche hat 
fold neatly into a handy carrying case. White or pink 
backgrounds splashed with a gold-and-black pattern. 
Small, medium, or large. $5.95. 





BY JEANNE PENNIE 


VER WAKE UP on the morning of some very spe- 

cial day and feel your spirits sink when you look 
out the window to see it raining? Or perhaps you're at 
the office. just ready to step out for a big evening, 
when you suddenly discover that the rain is coming 
down and there’s nothing between you and the ele- 
ments but the morning newspaper. No matter what the 
song writers and poets may say, these are the times 
when even a five-minute shower can be deadening to 
plans. So why not decide now to be ready for the next 
spell of inclement weather? 

Since this is that rainy day you've been saving your 
money for, why not assemble a complete bad-weather 
costume? It doesn’t have to be expensive, for rainwear 
today is varied enough to fit every pocketbook and 
combines beauty with practicality in any price range. 
Your ensemble might include a raincoat or all-season 
coat, footwear of some type, a scarf or hat you can 
tuck your hair up into, and an umbrella. 

If youre planning on buying a coat for rain and 
shine, consider the possibilities of those that can be 
reversed. One side might be a tweed and the other 
a water-resistant fabric, possibly in a plaid or check. 
But, if you're planning to invest in a separate raincoat, 
you have an extensive collection from which to 
choose. 

There are styles for the slender and the not-so- 
slim, for the collegiate and the career girl; and they 
range from the belted and buttoned trench coat 
to the velvet-collared chesterfield and the full-back 
styles with rose-sprigged linings and matching hats 
(designed to perk up the lowest spirits on a rainy day ). 
Fabrics are just as varied—covert, poplin, taffeta, 
gabardine, cotton twill, corduroy, and many others. 
You might also look into polka-dotted and “printed” 
raincoats. Some paisley prints are done in fabrics 
so rich-looking that they resemble a tapestry and could 
easily do double duty as an evening coat. Don't over- 
look the pastels. Pale pink, blue, yellow, and even 
white are lovely; and many of these are also wash- 
able, which makes them practical as well as pretty. 

An extra dividend in any woman’s rainy-day picture 
is a plastic raincoat that can be folded into its own 
carrying case and tucked into your purse. It’s also 
a very nice item to keep in your desk drawer for 
the day when that five-o’clock shower catches you 
unprepared. 

A “must” on any drizzly day is a scarf. In the 
spring, a pale silk or chiffon is especially flattering; 
but, in the fall, you may want (Continued on page 59) 
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BEAUTY BUYS 





A trio of luxury, glam- 
our, and exciting fra- 
grance by Monico. 
The new “Sibon” se- 
ries includes perfumed 
bath oil for relaxing 
and wonderfully  re- 
freshing bathing; dry- 
skin bath oil with 
“built-in” lanolin 
treatment for making 
chapped, rough skin 
velvet soft and smooth 


again; and after-bath friction to provide that last wonderful 
splash of fragrance and give the skin new tone and radiance. 


Cost $2 each, plus tax. 


Tussy features this en- 
chanting twosome for 
the woman who re- 
plenishes her perfume 
as she renews her lip- 
stick. Tucked in one 
end of the dainty sap- 
phire-blue cylinder is 
a Tussy lipstick and, 
in the other, a vial of 
romantic Midnight 
perfume. The lipstick 
is available in three 
exciting Tussy shades, 
for every fashion need: 





midnight pink, midnight, and contraband. Perfect for tucking 
into a small evening handbag or carrying in your pocket. Costs 


$1, plus tax. 
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Busy hands, whether 
they do domestic 
chores or pat a type- 
writer, can be just as 
beautiful as hands of 
leisure—with this rich, 
creamy lotion by 
Houbigant, Quelques 
Fleurs. Contains “al- 
lantoin,” a medically 
accepted and proven 
healing agent that 
stimulates the forma- 
tion of healthy skin 
tissue. Comes in three 
pastel shades: pink, 
blue, and ivory. Avail- 


able with a handy dispenser for only $1, plus tax. Also pack- 
aged in three miniature bottles in a blossom-strewn setting, for 


the same price. 


Rome now becomes 
much more than a 
coin in the fountain 
with a new fragrance 
by Bourjois, called 
Roman Holiday. A 
skillful blend of floral 
bouquets, the fragrance 
has a lingering quality 
and is available in a 
cologne for $2, dust- 
ing powder for $1.50, 
and perfume for $5. 





\ll prices plus tax. Attractively packaged in vivid pink con- 
tainers for those looking for a new and different gift item in the 
cosmetic line. 


















framed by 
FLAIRSPECS 
of course! 


Shown is Flairspecs |La Vie 
frame with FILIGREE trim... 
available at leading opticians and 


optical departments across the nation! 
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Mr. Carl studied Anne's bone 


structure, decided how to 


A good stylist's advice is 
essential. Helena Rubinstein 


bring out her natural beauty. has salons in most cities. 








The operator brushed and § 
brushed and brushed. Natural * 


oils were released, and Anne's 


The hundred strokes nightly 
that Grandma recommended 
are still essential — even with 


hair became shiny and soft. | short, cropped hairdos. 





Anne's hair is rather dry, 
so a cream rinse was used. : 
Lukewoarm waterinasoftspray ‘ 


gives the best shampoo ip, 
. — 


If your crowning glory is 
oily, use a “detergent” type 
shampoo. Dry hair needs 


cream shampoo and a rinse. 











During the roll-up, Anne was Watch how your new look is 


told how to set her own achieved. Tell your operator 
new style. Bobby pins cut how long you can spend 
down drying time, keep caring for your lovely locks — 
short ends from breaking. he will adapt the hair style 
Cotton under the net prevents to your busy life. 
a brand" on the forehead 


c 


Ah! The luxury of a salon Oily skins demand a light, 


facial. First step is deep wet’ cream. The dryer 
cleansing preltl 1-5 4-M ol lela dil-tole ke the skin, the heavier 


but do it gently, please. the cream should be. 


Massage stimulated Before retiring, massage with 


Anne's skin, brought cream, gently, and with cir- 
fresh, glowing color to cular motion upward and 
her cheeks. Cream outward, using firm strokes. 
lubricates deeply, keeps 


skin texture satin smooth. 





Special cream mask — a twenty- Get an expert's advice on 


minute beauty miracle — was the type of mask best for you. 
left to dry and work its Use it once ao week, when you 
magic while Anne slipped can relax; always when you 


into a blissful sleep. want to look your best. 





Voila! The “Roman Cap” coif created for Anne by Mr. Carl 
makes its debut. He brushed out the curl vigorously 

before completing the finishing touches with comb and 
creative genius, Lanolin-base dressing makes 

hair more manageable, is never “sticky.” 











































MASCARA: Tip lashes 
lightly. Use matched 
mascara and shadow, for 
PM glamour. 


oy 
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— Do it yourself: be beautiful 


Today’s Secretary took Anne Slattery to the fabulous _perts at Madame Rubinstein’s told us that a girl on a budget 
Helena Rubinstein salon for the full “Cinderella Treatment.” can achieve the same effect with a little advice, a regular 
Anne proved to be a veritable glamour girl — and we found _ routine, and careful cosmetic buying. Here is the story of 
that beauty is at least skin deep. Anne’s appointment with beauty, together with recommen- 
A complete remodeling is a big investment, but the ex- dations for removing the bushel from your own lovely lights. 















POWDER: Cover entire 
face. Allow to ‘set a 
minute; brush off excess. 










hes EYEBROWS: Pull out heirs 
ed from direction in which they 
ow, for > 







inti Va = grow, while holding skin taut, 








BASE: Work well into skin to 
last all day, and avoid made-up" 
look. Select shade to blend 

skin tone with hair coloring. 





ROUGE: For young skins, 
liquid or cream type. 
Color should blend 

with skin tone. 












THE GLOW of health, 
and impeccable 
grooming—these are 
the raw materials 
of beauty. 







: \ 
LIPSTICK: A fashion accessory. Select it 
to harmonize with what you are wearing. 














showing wealth of 
fabulous lingerie, 
custom linens and 
complete Bridal 
Trousseaux for 
just $3-weekly 

on Club Plan. 


FREE GIFT 
with every 
complete 
trousseau 
purchase 


j 
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Dream. world 
enchantress... 


Magic potion for bed-time beauty in ted 
sheer over opaque nylon. Ribbon-backed 
lace straps enhance the shirred and moulded 


bodice ... deep flounces of lace enrich the full 

sweeping waltz-length skirt. White with blue ribbon, 

black with pink or all pink, sizes 32-38..........$10.98 
Please add 25¢ for postage 


DEPARTMENT | 
fa 115 Chauncy Street 
Boston 11, Mass. 





WALLET SIZE 
PORTRAIT 
PRINTS 


$900 


POST 


(60 for $2) 


—a lasting me- 
mento of a happy 
occasion for class- 
mates and loved 
ones. Perfect por- 
trait snapshots for 
job and college 
applications. Send 
us your picture (or 
neg.) with $1.00 
for each pose — 
get back original 
with 25 beautiful 
ROY Prints on 
fine portrait pa- 
per. Nothing extra 
to pay. 

AGT UAL Size ro My hm the N 
(2! x 3! GUARANTEED 
ROY PHOTO SERVICE, Dept. 54 

GPO Box 644, New York 1,N. ¥. 












EUROPEAN IMPORTS 1 


f A wide variety of unique, high- | 
d quality imports at unusually low S 
prices. Free catalog. 


K. BOYEA & CO. 
iL. Box 618 








Springfield, Mass. _,) 








Here’s What You DON’T Learn 


1955's 

the most rollicking, 
iz ever compiled for the modern secretary. 
C “tev erly illustrated by secretary-author Magi Max- 
well, the book is studded with wondrous ideas 
gleaned from a long career in New York adver- 
tising, general office, and newspaper fields. $1 


Real New Books, Dept. TS, 29 Perry St., N.Y. 14, N.Y. 


in School! 


‘101 Ottice Short 
comprehensive read- 


Yes, here it is, girls: 
Cuts 
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Today’s Secretary 
Goes Shopping 





Santa Earrings are the newest, 
brightest addition to the holiday scene. 
Each saucy Santa is dressed in gay 
Christmas red and jaunty 
Handmade in Europe, the 
so light you'll hardly 


them on. 


carries a 
cane. ear- 


rings are know 


delightful gift 


you have 





for your friends—and don’t forget to 
add your own name to the list. Just $1 
a pair, postage and tax included. 
Three pairs for $2.75, on the 
basis. Write Tartaglia Lmports, 
TS, 1360 Glenneyre, Laguna 

California. 


same 
Dept. 
Beach, 


Galore! Bracelets to wear 
by the armful with tweeds, wools, and 
silks. This stunning collection of nine 
(count ‘em) bangles comes in a smart 
mixture of smooth and handsomely 
textured bands. They have a hundred 
will please a hundred friends. 
Your own choice of 24-carat gold plate 


Bangles 


uses, 


or silver 


finish. The price? An un- 
believably modest $2, postpaid, for all 
nine bracelets. Write Vernon Special- 


ties Co., Dept. TS, 156 Fourth Ave- 
nue, Mount Vernon, New York. 
Crypt-o, a hidden-word game, is the 


newest lure for your leisure moments. 
A novel combination of two old fa- 
vorites, Anagrams and Twenty Ques- 
tions, it’s bound to intrigue all game 
addicts and make new converts to the 





1955 





“art of play.” Participant thinks up a 
word, places it face downward on the 
scoreboard, and waits for other players 
to guess it. Questions fly fast and furi- 
ously 


as players try to discover the 





time. 


word in the shortest possible 
Thought-provoking and fun for groups 
of from two to eight persons. Can be 


played by children and adults. Just 
$2.95, postpaid, from Mrs. Dorothy 
Damar, Dept. TS, 809 Damar Build- 


ing, Newark 5, New Jersey. 
Ceramic Elephant is a lucky piece 
for your office desk or for any niche at 
home. He’s made of fine china 
ported from England) and is realis- 
tically handpainted. Standing 3 inches 
high, he’s every inch the Jungle Lord. 
Add this picturesque fellow to your 
collection of figurines, use 


ae 


( lin- 


him as a 





decoration, or 
trunk when you have a 


slip your rings over his 


“watery” job 


to do. An exceptional value at $1, 
postpaid, and guaranteed to please. 
Write Agnestrong Ltd., Dept. TS, 120 


Pearl Street, New York 11, New York. 

Miniature Bibles for Christmas giv- 
ing. Each little Bible 1% by 2% 
inches, bound in your choice of black, 
maroon, or white imitation leather. 
Contains 123 pages of inspiring verse 
from every book of the Bible, 
pressive pictures, easily read type. 
With each Bible is a special greeting 
card (with appropriate Bible verse ) 
and mailing envelope. The little Bible 


is just 


has im- 























slips into a special slot in tie card. 
Ideal gifts for Sunday School classes, 
relatives, special triends. Specify color 
or colors desired. Three little Bibles, 





just $1.49, postpaid, from B. C. 
‘The Man Who Supplies Santa,” 
Box 8052 


Moses, 
P.O. 
Houston ‘Texas. 


Harem Slippers will make any girl 


look and feel like a princess. Fash- 
ioned trom a colorful India cotton 
print, and completely washable. They 


have cute turned-up toes, suede-leath- 


er soles, and double-thick foam-rubber 
heels. Fit like a glove. For an added 
touch of glamour, six jingling gilt 
coins dangle from the bows. You'll 





love these for pretty lounging at home 


—and they make excellent travel com- 
panions, too. The slippers cost $3.95, 
postpaid. Please specify shoe size 


when ordering from Artisan Galleries, 


Dept. TS, 2100 North Haskell Avenue, 
Dallas Texas. 

Six-in-One Belt is a really fabulous 
value. The basic ingredient is a large 


gold buckle, which comes with three 
Shoe Calf belts. belt is 
pletely reversible, so you can ring your 


Each com- 


ae 





waist with any one of six different col- 
ors. A perfect match for almost any 








UNIQUE HANDWROUGHT COPPER JEWELRY 





ANTIQUE AUTOS—1” 


replicas of 


Model T Ford: ’03 Cadillac; "09 ™Srry fashion tune. saapie LEAVES—fiutter lazily on dress, 
Stanley Steamer. Set of 3 scatter > nee, Oe — suit, or scarf. Graduated sizes from 11/4” 
pins, $2.00; Cuff Links, $1.50: cuff links, $2.00: Vio- to 2%”. Crisp, clever accessories. Com- 
Earrings, $1.50: Tie Clasp. $1.50 lin tie clasp, $2.00 plete set of 3. $2.00: Earrings, $1.50 


(Postage & tax inci.) Send for free catalog of our other copper jeweiry. 


Roslyn Hoffman 





MUSICAL DUO—plays a 


656 BROADWAY, 





TO, NEW YORK 12, WN. Y. 











IMPORTED FRENCH PERFUMES 


24 BOTTLETTES °° erica” 


You get 2 bottlettes each of 12 fabu- 


lous scents (that makes 24 bottlettes in Your 
all). Famous fragrances includes Personat 
White Mist by Countess Moritza. 

Jealousy, Evening in Paris, Tweed by 


Lentheric, Fleurs d’ Amour, Secrets 
de Suzzanne, etc. Terrific value you've 
got to see to believe. Here is an oppor- 
tunity for you to try a variety of costly 
perfumes and find the one that really 


PERFUME IMPORTERS CO. =P. 0. Box 


only $ 1-00 add 10¢ 
ppd. Fed. Tax 

expresses your personality. 
e CHRISTMAS STOCKING STUFFER 
. makes an excellent gift for a friend 
or relative a next door neighbor, 
your wife, Mother or Sister. Carry 
with you wherever you go in purse, 
‘ pocket or handbag. Supply limited at 





this low price, so order several sets 
NOW for GUARANTEED PROMPT 


delivery! 


264, Dept. 413, Farmingdale L.I., N. Y. 








the Juliette) in pastel colors, wonderful 


LADIES’ ELECTRIC RAZOR, 


Wonderfully efficient for lovelier legs, smooth under- 
orms with never a nick or irritation. Quick, powerful 
AC. Pink, blue or ivory, attractive gift boxed, matching 
leatherette travel case. State color choice. Send check 
or M.O., only $3.95 ppd. Money-back guarantee. (Free 
—personality development gift catalog.) Mrs. Fields 
Shopping Service, Dept. YS11, 237 Huguenot St., 
New Rochelle, N. Y. 


gift! 


$3.95 





FORCES You To Save 


$100.00 a Year Automatically! 


Get Perpetual Date & Amount Bank. 25¢ a day keeps 
savings up-to-date. Also registers amount saved. 

okes you save a 
quarter every day, or 
date won't change. 
Automatic saver for 
gifts, vacations, time 
payments, etc. Use 
year ofter year. Start 
saving right away. 
Order several. Reg. 
$3.50. Now only 
$1.99 each; 3 for 
$5.75 prepaid. Mail 
order to LEECRAFT, 





Dept. TS, 300 Al- 
bany Ave., Brook- 
lyn 13, N. Y¥ 








TODAY'S SECRE’ 





Simplest, fastest, nicest-looking 


POCKET ADDING MACHINE on the 
market! Adds or subtracts numbers 
to 999.999.9099 Imported from 
West Germany. Has fine custom 
finish like expensive German cam- 
eras Comes in beautiful leather 
etul F« busy women of today 
this accurate easy-to-use, handy 
and e¢ 11 computator is ideal 
Each or miy 85 from The Somerset 
Overland Co., Dept. 3e 1044 
James St., Some et, Pa. Satic-fac 
‘ ‘ bach 
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INTRODUCING the hee! with REPLACEABLE LIFT 
GUARANTEED NOT TO SPLIT! 


NEW 


REPLACE your broken or old-fashioned heels o 
with FITZ-ON—the heels with the plag in, re- =" 
placeable nail-less top lift and reinf< reine meta - 
shaft. Comes in the «lim, graceful ". 244° & 3” 

Jordan shape! FITZ-ON HEFLS AND REPL ACE.- 

ABLI LIFTS $2 > pr phd State shoe size 

Your cobbler can cover and attach them.) Or 

send hoes an atiach FITZ-ON 

HEELS and send shoes bac . ‘fa 2 weeks. EXTRA 
REPLACE ABI t LItTS Ab pr. (min order 3 

pr.) o latforms accepted. 
“$HOE—RISTOCRATIC"’ Service 

e Convert sling to ankle st 3.95 

e Convert ankie strap to sling 3.95 P 
e Opening toes (vee or stash) 3.95 

e Cut vamp down and re- ae vamp 3.95 eo 

e Shoes made tonger or wid 1.95 





SPECIAL! Professional shoe stretchers sent postpaid 
a with full simple instructions 
«To make shoes wider.......... 3.95 
«To make shoes tonger . 6.95 
«To raise insteps 3.95 
e Set of all 3 (state shoe size) 12.95 















rnin oat HEELS 


spiendor of massed Khine 


“Ss set in gorgeous “ ordan 
will provide your il and 
shoes with the ul Stiomate in 


Come with backgrounds 


white, gold or sliver 

ppd State shoe size 
ler can attach them.) Or 
and $14.95—we'll attace 


Rhinestone heels and 
paid within 2 weeks, 


1865E University Ave., N. Y. 53, N. Y. 


return post- 


JANIES 










aa R U B Y R p D 
GRAPEFRUIT ceances 


YaBu.App.30|bs. 


DIRECT FROM THE 
GROVES IN RIO 
GRANDE VALLEY 


$695 


ONLY DELIV. 


TREE FRESH FRUIT ;., 


finest 





% bushel of world’s 
Ruby Red Grapefruit and sun-sweetened 
Oranges. Shipped to your Christmas list direct from 
Gay, wroppings. $5.95 delivered, 
satisfaction guaranteed. Moil your order now. Also 
send for color folder showing other gifts of fruit. 
=" CLIP AND MAIL TODAY 10:° = == = 
ALAMO FRUIT & VEG. CO., Alamo 10, Texas 


Enciosed is § Send gift packs te attached tist, 
Rush illustrated foider 


My NAME 


groves Christmas 


aooress 
city & STATE 





wf 

















A NEW & PRACTICAL GIFT FOR THE BOSS 


No C.O.D.'s please 





LOOK GALS! 


AUTOMATIC 
Battery-Powered 
MAGNA-LUX 
LIGHTER 


* lights without effort! 
* lights in wind! 

* needs no flints! 

* all parts replaceable! 
* built-in flashlight! 

* burns ordinary lighter 


fuel 
* batteries last for 
months! 
olt battery powers MAGNA-LUX. One touch of **thumb 
tcl opens windproof case ignites wick! Reverse 
mm « lighter smothers flame! Eliminates 
idiess ‘‘pumping’’ of ordinary lighters. Hand 





lightweight chrome case Ideal gift for men or 
MAGNA-LUX LIGHTER $9.95 PPD 
(10 discount on quantity orders) 
Send for Free Holiday Gift Catalog 
GIFT WORLD 


Dept. T, 35 Tarrytown Road, White Plains, N. Y. 


Satisfaction Guaranteed 











FAMOUS BABY GIFT 


Which everyone seems to be demanding. Five of America’s 


top SO corporations present NAME DA 


TES* to their em- 


pioyees when they have a child. 
Sized for an intant’s first shoe, NAME DATES* are made 


from 


the finest baby elkskin obtainable. Hand tasted on 


genuine oak tasts. Gaby’s first name and date of birth en- 


graved in durable 24 carat goid 


» Kuaranteed not 


to wear off. Packaged in handsome gift box and shipped 


anywhere. with your gift 


pod. 


Sears enciosed, for enty oe 98 
Allow 2 weeks for deliv at’ d 


NAME DATE SHOE CO., Dept. TS. "1, Box 1503, N.Y. 17, N.Y. 








ger 
an 
U. 


ment. 


DON PARKER SILVERSMITHS, 


New GIFT IDEA 


Graceful 5” bowls 
of heavy silver on 
copper, mirror-fin- 
ished. For desserts 


in Silver 


when frosted), 
nuts, candies, fin- 
s or flowers. Use all four on a tray as 
epergne. Gift boxed, mailed direct. 
S. tax, postage paid. Immediate ship- 


Send $11 for set of 4. $20 for 8. 
Designed and sold only by 
Cheshire 2, 


(breath-taking 


Connecticut 





Learn how ft 


MAKE MONEY AT HOME 


Manual. 


FR 


ADDRESSING ENVELOPES FOR ADVERTISERS 

Use typewriter or plain handwriting. 
GOOD PAY, full or spare time, if you 
know how. Mail $2 for Instruction 
Sterling, Dept. 95, Great Neck, N. Y. 


FE: for prompt ordering—' ‘Security & 
+» Advancement As A Private Secretary’ 








ve 





What Is Your’“1_.Q@.’’? 


AT LAST—you may take an approved, reliable 
adult intelligence test in home privacy and con- 


on completed test. Why guess? Others know. 
Total fee only $2.00. University Test Bureau, 
De 


nience! Clear instructions, confidential report 


sk D5, Box 401, Palo Alto, California. 








Smart Career girls know stainless steel flatware never 
stains, rusts or needs polishing. Perfect for informal 
dining. gifts and your own hope chest. 

Starter Set of 16 pcs., Boxed ‘service for four) 4 
each: Knife, Fork, Teaspoon, Dessert (Soup) sp 


Open stock always available—Unconditionally guaranteed 
Write for complete listing. No C.O.D.’s please 


THE CAPTAINS’ QUARTERS Roslyn, L.1.,N.Y. 














NEW EXCITING GAME. Slot machine fascination and 
dice excitement for any number of players. Set includes 


3 white plastic dice, each symbol in bright colors; 
durable shaker; award chart and rules. Gift packaged. 
Intriguing game for adults. Only $1.00 PP. No 
c.0.D.’s. 


SEND FOR FREE CATALOGUE. 


LUDERUS BROS., 
Dept. 117, 4734 No. 34th St., Milwaukee, Wis. 








congas ar tame aad 


eet Lat we shew yet 





LIKE A COLLEGE GRADUATE 


have helped thousands of men and women who have not 

had college training in English to become effective speakers, 
writers, and conversationalists. With my new C. I. METHOD, 
you can stop making mistakes, build up your vocabulary, 
speed up your reading, develop writing skill, learn the “secrets” 
of conversation. You don't have to go back to school. Takes 
only 15 minutes a day at home. Costs little. 32-page booklet 
mailed FREE upon request. Send me a card or letter TODAY! 

Don Bolander, Career Institute 

Dept. 14511,25 East Jackson, Chicago 4, Illinois 





you have read our instruction book corefully and 
learned to use the MAHLER METHOD safely and 
efficiently. Used successfully over fifty years. 





MAHLER'S, INC, Dept. 85-P PROVIDENCE 15, R. I. 








An Album for Your 
Achievement Certificates 


Just as a picture album enhances and pre- 
serves your favorite photographs, so the 
Gregg Achievement Record Album protects 
and displays your valued certificates of 
achievement. You can mount your certifi- 
cates for shorthand, typewriting, and book- 
keeping. 

Order yours today from the GREGG 
AWARDS DEPARTMENT, 330 West 42 Street, 
New York 36, N. Y. One costs 25 cents; a 
dozen only $2.50. 
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outfit in sour wardrobe. 
adjustable and can be trimmed to fit 
any size. Available in two widths, 2- 
inch or 1's-inch, in beguiling shades of 
black tan/brown, red/pana- 
ma. You can get all six for just $1.25, 
postpaid, from Mary Mae, Dept. TS, 
29 Murdock Ct., Brooklyn 23, New 
York. 


Belts are fully 


avocado, 


Picframe, a new adjustable picture 
frame that allows you to frame your 
favorite photographs or prints in sec- 
onds—and change them as often as you 
wish. The trim modern design fits any 


decor. Neutral gray or crystal-clear 


styron channels blend with all back- 
grounds. Picframe will fit any picture 








up to 27 inches high, will also frame 


mirrors up to 8 pounds. All working 
parts are made of high-test 
You'll find them easy to use, 
cal, handsome, 


steel. 
economi- 
and permanent. State 
choice of gray or crystal-clear chan- 
nels. Just $1.50, postpaid, from the 
Picframe Company, Dept. TS, 320 La- 
verna Avenue, Mill Valley, California. 


For the Gourmet—male or female, 
wealthy or living on a budget. A de- 
lectable selection of different varieties 
of cheese from the most famous dairy 
nations of the world. Comes attrac- 
tively packaged in an imported basket, 
which can be used for hot buns, nuts, 


or candy after the last morsel of 





cheese has disappeared. 
derful assortment, 
anyone 


Truly a won- 
for yourself or for 
who loves good eating (and 
that includes all of us) 
nice to have around during the holi- 


. It’s especially 


This delicious treat can be 
had for only $4, postpaid, from Amy 
Abbott, Inc., Dept. TS, P.O. Box 306, 
Radio City Station, New York 19, 
New York. 


day season. 


























Washable 


Leather Gloves 


EATHER GLOVES have joined 
. the family wash, thanks to 
LaunderLeather—newest product to 
emerge from the leather industry's 
laboratories. The new Launder- 
Leather eliminates dry cleaning and 
makes it possible to hand- or ma- 
chine-wash leather gloves as easily 
as handkerchiefs. 





Available in a versatile selection 
of designs from trim wrist-length 
shorties to longer 4- to 12-button 
lengths, the gloves come in wafer- 
thin kids and capes, in soft suede 
leathers, and in handsomely grained 
pigskins. Colors range from del- 
icately tinted pastels (including 
Venus pink, blue snow, green haze, 
and a soft yellow moonmist) to 
clear, vivid tones like red pome- 
granate, pansy blue, Bird of Para- 
dise yellow, and Firefly, a new 
vibrant orange. There are also glis- 
tening whites, blacks. the entire 
beige-to-brown family, and two- 
toned leathers in various color com- 
binations. 

For best results, wash the gloves 
in warm water before they become 
too soiled, using rich suds of mild 
soap or flakes. Rinse thoroughly and 
squeeze out the surplus water. Then 
blow into the gloves and allow 
them to dry at room temperature. 
Wash wrinkles can be smoothed out 
right on the hand. 

Washable leather gloves may be 
identified by the LaunderLeather 


IT TAKES TWO 


( Fossar 


(1) Just 1'2 ounces of Flair bra (#2821) 
for the sheer all-elastic, natural lift 
without letdown. Exclusive contour 
straps. Embroidered nylon marqui- 
sette topcups. White. A, B, C. $3.95 
(2) Gossard’s *pantie girdle your legs 
can’t feel because of its up-shaped 
legs, elastic net edging. Boneless 
pull-on #810. Sheer elastic net, satin 
elastic panel. White in Petite-S-M-L, 
$7.95. Black in S-M-L, $8.50 


"U.S. Patent 4174054 


Gouthtul Lint of Beaily 


at leading stores and shops or write us, we'll tell you where 








imprint on the inside of the glove. THE H. W. GOSSARD CO., ‘11 N. CANAL ST., CHICAGO 6 * New York * San Francisco * Atlanta * Dallas * Toronto 
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BY FLORENCE ELAINE ULRICH, Director, Gregg Awards Department 


EMO TO all students inter- 

ested in each and _ every 
aspect of business training. Here's 
a chance to improve those book- 
keeping and filing skills so neces- 
sary for secretarial success. And, 
what’s more, you'll enjoy doing it! 


Tuts DEPARTMENT issues a series of 
businesslike certificates and attrac- 
tive pins (emblems of the Order of 
Business Efficiency ) to the students 
who pass the official bookkeeping 
tests that appear in Business Teach- 
er each month. There are four 
awards that students may earn on 
these monthly tests, and a special 
certificate is issued for a satisfactory 
solution of the bookkeeping prob- 
lem provided in the International 
Bookkeeping Contest to be an- 
nounced later. Ask your teacher 
about these. 


BOOKKEEPING: Award No. 1 certifies 
that the student can journalize, 
post, and take a trial balance. 

Award No. 2 requires the prep- 
aration of a work sheet and finan- 
cial statements and closing the 
books of a service business. 

Award No. 3 extends the certifi- 
cation to include the use of special 
journals and the application of all 
general bookkeeping theory. 

Award No. 4, the top bookkeep- 
ing proficiency award, certifies that 
the student can, in addition to per- 
forming the functions enumerated 
in the other certificates, adjust and 
close the books of service and mer- 
chandising businesses. 


SET YOUR SIGHTS on these goals, and 
see how quickly you can earn Cer- 
tificate No. 1. You will find that 
the competition helps to make your 
training and practice stimulating 
and interesting! Strive earnestly to 
pass the tests and to win each one 
of the awards testifying to your 


knowledge and skill—and to your 
perseverance and application in 
getting a good job done! 

Added to the expanding tests and 
awards service of this department 
is an exceptionally fine new pro- 
gram for filing! The first tests on 
alphabetic, subject, and geographic 
filing appear on page 11 of the 
November issue of Business 
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Test Your Business Skills 


Teacher. You may earn the attrac- 
tive certificates by taking the tests, 
regardless of the textbook you use 
in your study of filing. 

Full instructions for administer- 
ing the bookkeeping and _ filing 


tests and submitting the lists of 
candidates for the awards will be 
found in the November issue of 
Business Teacher. This magazine 














is available to teachers and to em- 
ployment managers and office su- 
pervisors only on request. 

Also, if you are in advanced 
stenography, you will want to qual- 
ifv on the new transcription tests 
now provided in Business Teacher. 
Work hard to increase your tran- 
scription efficiency on your daily 
assignments, so that your perform- 
ance on the transcription award 
test may be truly outstanding! 

If you are a student, you should 
be able to transcribe 25 words a 
minute before vou can claim mini- 
mum vocational skill in transcrip- 


OGA 
JUNIOR 


Vhis material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 

in narrower columns: you may use 
either blank or ruled paper. Shorthand 
notebook paper is fine. 

Your writing may earn you a 

Junior OG A certificate or pin. 


OGA 
SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Giegg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

you will get the 

Senior O G A certificate or pin. 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 





tion. A secretary will undoubtedly 
transcribe the test at 50 or more 
words a minute. 

Study and _ practice earnestly. 
Qualify on the tests provided for 
you in shorthand, typing, and now 
in filing, bookkeeping, and_tran- 
scription. Lay a satisfactory founda- 
tion for that fine secretarial posi- 
tion you hope to fill. 


WE HAVE AVAILABLE an attractive 
blue simulated-leather album that 
you may fill with the certificates 
you earn. It will make an impres- 
sive testimonial of your ability 


and your work performance while 
in school. 

Secretaries and other members 
of an office staff are eligible to 
take all the tests for awards also, 
including the tests in filing, book- 
keeping, and transcription. Applica- 
tions for the tests should be made 
by the employment manager or 
the supervisor, sending us your re- 
quest on the firm’s letterhead. 

Every award that vou earn takes 
you nearer to ultimate proficiency 
and skill—to the position you dream 
of holding someday. What awards 
are you going to earn this month? 
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_. st 
Dear Harry: a* j 


Ave 


When you are planning sheladvertising [fer our next) campaign, 
would you/please mention in the ads the enclosed eeter chart that 
ubiitndbiatin away free for the asking. Although the chart will 


be printed on an 8 x 5 card, the attached does give you some idea 
as to how the final thing will look. pe ne f 
We are quite sure, Harry, that those who — the ads“in he 
leading fashion magazines will be interested in : the chart, 
Many more women today awe realizsg the importance of looking well 
on the Joby and, se with this great market @t—our-finger-ttps;» + 
qrect—weilti | be swamped with requests. = ; 
on pheukd |; Ad he ntache £ fb (Aah . 


x 





Yeu+4—tbrestrrbvesmestodio_-kcnow— tnat we sent copies of et | 
tg our sal esmengwh en the idea. was first under consideration They 
wae quite enthused ate ine and requested that extra 


copies of the chart be printed for their own use while selling. 
They feel that it wpuld be a good piece of publicity to leave a 
number of thesSAnte a customer when he places an order for our 
shoes and handbags. Then, when the customer receives his stock, he 


can distribute the charts to those who buy an item from oug iine of 


Rerestea in fne way of showing all Miss Americas that we"Re in~ 
erested in their appearance. 
beathe~ ae 


How does/this /falll|sound to you? We think it's a good publici- 
ty stunt--at least we're willing to give it a try! 


Mr. Harry Reilly John Robertson 
Klinger Advertising Agency 

89 Wilkinson Street 

Milwaukee 14, Wisconsin 








TODAY’S SECRETARY @ November, 1955 


OAT 
JUNIOR 


Arrange this information 

on a full sheet 

in a style that will make it 

stand out clearly at a quick glance 

for easy reference. Type 

for (1) neatness and (2) good 
placement, and (3) for accuracy 

no strikeovers or typographical errors. 
(4) Indent uniformly, and 

put double space between paragraphs 
even in single-spaced material. 

Be sure (5) to spell and 

punctuate properly. 


Copy may be retyped as often 
as you wish, Then send us the best 
specimen that you produce. 





TO GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Floor, 330 West 
12 Stret, New York 36, New York). 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT. or 50-word 
CT pin; 75 cents for each higher- 
speed CT award. * Be sure your name 
and address appear on your paper. 
* Any group of papers submitted 
should be accompanied by a typed 
list of names. designating the award 
desired by each candidate. + Novem- 
ber copy is good as membership tests 
for OAT, CT (page 52), and OGA 


awards until December 20, 1955. 











OAT 
SENIOR 


Senior candidates must 

submit the complete production 
project—a corrected copy of the draft 
alongside and the color hints 

to accompany it (given as 

the Junior Test). 

Either plain or letterhead paper 
may be used, Set up the letter with 
the address below (baronial 

style) as in the copy, but allow 
proper spacing for both the 
signature and the address. 

Be sure you have not overlooked any 
of the corrections. 


You may practice the copy 


until your specimen 


represents your very best work. 
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NOVEMBER COMPETENT TYPIST TEST 
Freee eal sees Stee ko ae om Geek Me et <a Swe ed ng be of Se 
W ords W ords 

Perhaps the most enjoyable thing 7 in an hour you move the puppy upstairs 327 
about raising a dog is buying a puppy. 15 to the kitchen, and soon he’s invading 335 
Each person has in his mind’s eye the 22 your bedroom. He’s still in the box on 343 
vision of His Dog, the dog that will al- 30 the floor, mind you, but presently you 351 
ways be there to share histriumphs and _ 38 find that box close to your bed, within 359 
his sorrows, to sit with himinfrontofa 47 easy reach of your hand, which will 366 
roaring fire, and (so he hopes) to fetch 55 comfort and quiet him throughout the 374 
his paper without getting the cornertoo 63 night. Briefly, you remember your de- 381 
soggy. Of course, everyone has hisown 71 termination to leave the puppy in the _ 388 
taste in breeds, colors, sizes, and what _79 basement, and all too blithely you 395 
have you; but nothing is more appeal- 86 resolve to do it tomorrow night. 402 
ing than a pudgy little brown-eyed ball 9% In the morning your hunger pangs 409 
of fluff, supporting himself on rather 102 are accompanied by the pitiful, plain- 416 
shaky legs and baring his very soul to 110 tive whimpers of an equally hungry 423 
you with his hopeful look. With an 117 pup. You take him down to breakfast, 431 
additional wag of his tail, the pup has 125 and the thought suddenly occurs to you 438 
grasped your heart; and, for acompara- 133 that this puppy isn’t entirely ready for 447 
tively small fee, he is yours. 139 bacon and meat tidbits yet. In fact, he’s 455 
It never occurs to you until after you 147 just a baby, and somewhere in this 462 
have purchased the pup that you don’t 155 house is the menu sheet that the man 470 
know how to feed him, how to house- 161 who sold you the pup supplied you. 477 
break him, where to keep him, or any of 169 Frantically you search until you find a 485 
the other responsibilities that proper 177 little scrap of paper bearing instruc- 492 
care for him includes. However, there’s 185 tions, all of which are different for each 501 
really no cause for worry. Most of the 193 of his three scheduled meals. Included 509 
reputable people in this dog business 201 in the puppy’s daily diet are such deli- 517 
make certain that your puppy has had _ 208 cacies as pablum, canned milk, pre- 523 
all the inoculations necessary to give 216 pared meal with chopped spinach. Just 531 
him a clean bill of health; and, with a_ 224 when you've reached the all-time sum- 538 
slight amount of visible affection, the 232 mit of desperation, in tiny letters atthe 547 
pup will survive—the first night, any- 240 bottom of the page you see that, if 5s 
way. 241 these articles are not available at pres- 562 
The new surroundings will beashock 248 ent, tepid milk with uncooked egg yolk 570 
to the little fellow; and, to your despair 257 and a half slice of bread will satisfy the 579 
and disgust, he’s likely to voice his feel- 265 pup—for the time being. Hastened by 586 
ings throughout those first few nights. 274 his seemingly weaker whimpers, you 593 
Tnese nights are callously referred to 281 finally place the available meal before 601 
by people in the dog business as “those 29 him, and with his first searching nib- 609 
famous first nights.” Having put the 297 bles you heave a weary sigh of relief. 617 
pup into a warm paper-lined box in the _ 305 As your puppy begins to grow and 624 
basement, you go upstairs with the 312 develop, you may train him to perform 632 
resolute purpose of going to bed. With- 320 various tricks. 635 


(If necessary, repeat from the beginning to complete a ten-minute test.) 


Written especially for Gregg Awards candidates by Patricia Coe 
¢ rr ° 
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BY E. LILLIAN HUTCHINSON 
WO rds CAN BE TEASERS 
“Shun” These Words 


To each of the following words, add the termination that is pronounced “shun.” 


l. expan a ; is. ci caacioeanekceds 7. comple. 


connes , $4. conver....... 6. discu covccee S. func...... 


What Time Is It? 
What divisions of time do the following terms indicate? 


1. fourscore 3. century 5. semimonthly 7. fiscal year 


2. decade 1. fortnight 6. calendar vear 8. biannual 


Letters You Don’t Hear 


How many words can you think of that contain the following silent letters? 


1. Words beginning 2. Words beginning 3. Words beginning 4. Words containing 
with silent p. with. silent k. with silent u a silent s 
What Is the Difference Between— 
1. A college and 2. An ambassador 3. An opera and 4. England and 
a university and a consul a musical comedy Great Britain 


An Accent Mark Changes the Meaning 


(Key to teasers on page 60) 


9. coer 


10. recogni 


9. biennial 


10. millennium 


5. Words containing 


a silent | 


5. A map and 


a chart 


The following pairs of definitions define two words that are spelled exactly alike. One, however, carries 


an accent mark. Result: an entirely different meaning. What are the words? 


1. a. A clamp that is used to hold objects 3. a. To lay open. 
securely. b 
b. An official indorsement required on a 4. a. Take up again. 
passport. 


b. A summary. 
a. A fit of resentment. 


. An exposure of something discreditabk 


5. a. The top of the head 


b. A ribbed fabric. b. A delicate 
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CARTER’S 
SUPER NYLON 
RIBBON 


Carter has the newest in 
“before-five fashions”... the 
Super Nylon Ribbon. 

You'll set office styles by creating 

the most beautiful and 
distinctive letters with the latest 
and best in typewriter ribbons. 


Super Nylon has the Silvertip 
Clean End... 


No need to touch the inked ribbon when 
changing Super Nylons ...no more inky 
fingers ...no more smudged clothing. 


Super Nylon is extra long 
I ; 


Bwee 
Gives ribbon longer “ rest’ between 
typing blows. 


Super Nylon wears longer... 
This means less ribbon changing... more 
economy, saved time. 


V CHECK YOUR OFFICE FASHION IQ... send 
for FREE copy of “HOW TO BE AN EXPERT 
ON CARBONS AND RIBBONS”. 

Mail coupon below. 














jon -------- 
| THE CARTER’S INK COMPANY, Dept. K.|/! 
| Cambridge 42, Mass 
| Piease send me your booklet “How to be an Expert 
| en Carbons and Ribbons”. 
| 
Noeme———______ 
| 
Fi Se 
| rm 
| 
| Address—— 
| 
| City —State — 
Dee axe cae Gam ane om om ms om os as oe oe oe a a ee oe oe oe eo ew aw a 
06 


ARTER'S Super NYLON 








OFFICE 





SHOPPING CENTER 





Sortkwik, a new finger-tip preparation, 
provides speedy paper handling without 
the need for rubber 


fingers or damp 


sponges. A solid glycerin compound, it is 
applied between thumb and _ forefinger, 
creating a 
that makes all 
handle. 


nonstaining film 


nonere asy, 
kinds of 
Completely 


papers easy to 


harmless, it washes 





off easily. Sortkwik is packaged in a flat, 
handy container that holds enough of the 
compound to last approximately tour 
months under normal use. Price only 50 
cents. If not available at your stationery 
store, write direct to Lec Products Com- 
pany, Dept. TS, 2736 Lyndak 
South, Minneapolis, Minnesota. 


Avenue 


Adapto-Rack is a desk organizer de- 
signed to kee p your desk clear, yet to 
leave desired papers within easy reach. 
This handsome unit is of alksteel con- 
struction, with nine wire separators. Its 
gray or green baked enamel finish adds 
businesslike good looks to any office. 

Eight compartments provide plenty of 


room for correspondence, folders, cata- 
logues, and similar items. A clear acetate- 


label 


covered holder comes with white 





stripping for quick identification of the 
Adapto-Rack contents. Priced at $5.95, 
the rack measures 16 by 8% by 9 inches. 

The manufacturer is offering Adapto- 
Rack on trial for 20 days, free. For in- 
formation, write to Sengbusch Company, 
Dept. TS, 2239 West Clybourn Street, 
Milwaukee 3, Wisconsin. 


Voice-Master Challenger, a new 10- 
pound portable dictating-transcribing ma- 
chine, features completely automatic 
operation through push-button micro- 
phone control. Finger-tip touch on the 
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microphone enables the executive to dic- 
tate, listen back, and review instantly 

all by remote control. Other features of 
the Challenger include Magnetic Discs. 





multiple split-second loading, automatic 
error correction, on-the-disc indexing, and 
a lifetime recording head. 

Housed in Kalistron, the new miracle 
fabric, the Voice-Master Challenger is 
completely self-enclosed. It has a retract- 
able carrying handle, so it can be taken 
on trips without the need for an extra 
Carrying Case, 

For additional information, write to 
Magnetic Recording Industries, Dept. TS, 
ll East 16th Street, New York 3, New 
York. 


Target “Never-Ink” Stamp Pad elimi- 
inking and clear, 
prints. This unique pad consists of a cloth 
covering over a plasticized, gelatin-like 
ink that never dries out. The nonabsorbent 
covering is said to prevent stamps from 
w getting dirty. Guaranteed by 


nates insures sharp 


clogging 


Lhepy 





the manufacturer for two years. For in- 
formation on sizes, prices, and colors write 
Target Products Corporation, Dept. TS, 
59 East Alpine Street, Newark 5, New 
Jersey. 


The Secretariat, an indexed file case 
just the right size for holding calling 
cards, might be a noteworthy promo- 
tional gift as well as a handsome and use- 
ful desk accessory. Available in ginger, 
maroon, and black simulated 
leather with a gold-tooled trim, the Sec- 
retariat may be gold-stamped with a 
design, trade-mark, name, or initials on 
either the cover or the under side of the 
cover. It is priced at $3.95; initials at 
25 cents a letter. There are special prices 
for quantity purchases. 


green, 


The small card case will hold up to 
500 cards and is said to accommodate 90 
per cent of those in use today without 
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clipping. The Secretariat contains a 25- 
group alphabetic al index, 50 blank name- 
and-address cards, and a brass card 


stopper. It is available through stationery 





and department stores. For additional in- 
formation, write Bull’s Eye Products 
Company, Dept. TS, 15 W. 44th St., 
New York 36, N. Y. 


Thomas Collating Cost Calculator is a 
handy item to have in the office. It in- 
stantly computes the amount of time and 
money that can be saved by using a col- 
lating machine. It indicates, also, just 





how many minutes and how many work- 
ers will be required for any collating job. 

The Cost Calculator is being offered 
free of charge. It may be obtained from 
any one of the 160 Thomas sales offices 
in the United States and Canada. Or 
write directly to Thomas Collators, Inc., 
Dept. M-TS, 50 Church Street, New York 
7, New York. When writing, please state 
present method of collating. 


Cellophane tape can be applied with- 
out wrinkles, waste, or the touch of 
fingers by the use of a new dispenser. 
Molded of Bakelite styrene, it is light in 
weight, colorful, keeps the tape clean. 
lhe dispenser is easily loaded by pulling 
the two halves apart, inserting a roll of 





tape over the inner spindle, and slipping 
the tape end under the curved guide, 

When any sealing job is called for, use 
light pressure to draw the dispenser along 
the surface to be sealed. The toothed end 
ot the guide cuts the tape quickly and 
cleanly when enough has been released. 

Priced at 69 cents, this handy Tape 
Rite dispenser is available at stationery 
and variety stores. 


A New Memo-Appointment Calendar— 
handsome, modern, compact, efficient. 
Called “Daydex,” this new calendar has 
a patented arrangement otf pages, hours, 
and dates that keeps your daily schedule 
tor the entire week always visible, yet 
only the day’s memos and appointments 


are on top. Each notation is designated 





by the day of the week, the day of the 
month, and the hour. Indented pages 
permit instant reference to any day. 
Daydex is a real beauty. Streamlined 
base of sea-gray styrene holds year’s sup- 
ply of calendar pages. Of sturdy construc- 
tion, it is refillable and will last for years. 
Packed in an attractive gift box, the 
new Daydex sells for $3.75; satisfaction 
guaranteed by the manufacturer, Wilson 
Memindex Company, Dept. TS, 149 
Carter Street, Rochester 21, New York. 


“Magic Mailer” by Pres-To-Line is a 
multipurpose mailing unit that seals or 
opens envelopes with one Casy stroke. In- 
coming envelopes are whipped through 
the safety opener and automatically slit 
open without the creation of any mess or 





“confetti.” Outgoing envelopes are auto- 
matically moistened and sealed, ready for 
stamping. And stamping is made easier 
because of the built-in stamp moistener 
that can also be used as a finger moistener 
for thumbing sheets. Unit is just 5 by 3 
inches, weighs only 23 ounces. Retails at 
$9.45. See your office supplier, or write 
Pres-To-Line Corp. of America, Dept. 
TS, 2339 Cotner Avenue, Los Angeles. 
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CARTER’S 
NEW 
"WEATHER— 
CONDITIONED" 
SPECIAL 
OCCASION 
CARBON 

PAPER... 





One look at Carter's “ Weather- 
Conditioned” Special Occasion Carbon 


Paper and you see it has the “ new 
look ’. It handles easily... resists curl 
... regardless of weather conditions. 
The secret? Simple. The new, exclusive 

“ weather -conditioned ” 
backing on Special Occasion. It keeps 
the carbon paper from curling .. . 
it’s exclusively Carter's! 


“ Weather- Conditioned” Special 
Occasion saves time . 

Non-skid backing prevents slipping dur- 
ing typing ...no time lost re-aligning 
carbons. 

* W eather-Conditioned” Special 
Occasion is clean... 

Doesn't smudge fingers, copies . . . or 
your clothing. 

“ Weather-Conditioned” Special 
Occasion lies flat... 

Handles easily ... thanks to this exclusive 
Carter formula. 


YOUR PRIVATE SHOWING OF “ BEFORE-FIVE 
FASHIONS” — try Corter's “ Weather -Condi 
tioned “’ Special Occasion Carbon Paper free of 
charge. Mail this coupon for somples 


ee ee ] 
| THE CARTER'S INK COMPANY, Dept. KK-I! | 
1 Cambridge 42, Mass i 
! Yes, | wont to try “ Weather - Conditioned “ Special ! 
Occasion Carbon. Please send me FREE somples 1 
| My machine is (check) Stondard Electric — 
1 1 make (number) copies — i 
; Nome—— a - ————E 
1 Firm —: aimed i 
Address - -—-~ 
1 a —_ ——— 1 
Eien nn cn anintninbakeie Giana eres ~ 














Gets the ¢ 6 et 
onthe cleaner instead 
of your fingers 


AW.FABER 
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TYPE CLEANER 


The dirtiest job a Typist has to do— 
cleaning the keys on her machine—is 
a breeze when she uses the new 
AW. Faber Plastic Type Cleaner. 


It comes in individual strips. Just place 
a strip lengthwise across the keys, 
press firmly, then lift off. Repeat ap- 
plication over entire type area. Then 
toss the dirty strip into the basket. 
Next time use a fresh strip. 


No unpleasant fumes. No working 
with a big, messy ball of gook. 8 
strips for 8 cleanings. Saves time, 
keeps fingers clean. 


Get a box today. But don’t let any- 
one talk you into buying a substitute. 
Look for the AW.Faber label. 


A.W.FABER-CASTELL 


PENCIL CO.,INC. NEWARK 3,N. J 








Where to Buy It 


F YOU CANNOT ORDER from 
a store listed below, write To- 
DAYS SECRETARY. We do not take 
orders for merchandise but will be 
happy to tell you where to find it. 


COVER: O'llegro coat by Morris 
Schwartz and Sons. Jordan Marsh, 


Boston; Gladding’s, Providence. 
Rhede Island; Russek’s, Detroit; 


Lipman Wolfe, Portland, Oregon; 
T. A. Chapman, Milwaukee. 


PAGE 35: Fred Perlberg dance 
frock. Charles A. Stevens, Chicago; 


The Emporium, San Francisco; 
Titch-Goettinger, Dallas; Glad- 


ding’s, Providence, Rhode Island. 


PAGE 36: Susan Thomas wool 
tweed separates. Altman's, New 


York: Gladding’s, Providence, BR.I. 


PAGE 36: Jonathan Logan coat 
dress. Lord and Taylor's, New York; 
Rodder’s Mademoiselle, Fresno; 
Sterling-Lindner-Davis, Cleveland; 
Gladding’s, Providence, Rhode Is- 
land. 


PAGE 36: Adelaar wool jersey 
blouse. D. H. Holmes Co., New 
Orleans; Roos Brothers, San Fran- 
cisco; Carson, Pirie, Scott, Chicago; 
Gladding’s, Providence, Rhode Is- 
land. 


PAGE 36: Gossard’s “all-in-one” 
foundation garment. Hahne & Com- 
pany, Newark; Iver’s, Los Angeles; 
Boylan-Pearce, Raleigh, N.C. 


PAGE 37: Two-piece wool knit by 
Kimberly. Himmelhoch Brothers, 


Detroit; Nieman-Marcus, Dallas: 
Gladding’s, Providence, R.I. 
PAGE 38: Princess sheath dress, 


with Spencer jacket, by Jerry Gil- 
den. Meier and Frank, Portland, 
Oregon; The Broadway, Los An- 
geles; L. S. Ayres, Indianapolis; 
Gladding’s, Providence, R. I. 


PAGE 64: Kay Windsor “Secretary 
of the Month” dress. Saks-34th 
Street, New York; Wm. Taylor and 
Sons, Cleveland; Davison’s, Atlanta; 
The May Company, Los Angeles; 
Gladding’s, Providence, Rhode Is- 
land. 
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GETTING OUT THE 
HOLIDAY MAIL 


(Continued from page 25) 








ask at your post office for latest bul- 
letins. You will need to check 
postage rates, weight limits, dimen- 
sions, and necessary declarations. 
You will also need to check those 
countries to which you can send 
mail that is registered, insured, spe- 
cial delivery, or special handling 
( packages only ). At present there is 
no international C.O.D. Always 
make out customs forms in ink or 
on your typewriter. 

To Canada and Mexico, the sur- 
face rate for letters is 3 cents an 
ounce; to all other countries, 8 cents 
for the first ounce and 4 cents for 
each additional ounce. Air mail 
rates vary widely. However, air- 
letter sheets with postage printed 
on them mav be purchased at the 


_ post office for 10 cents each and 


sent anywhere in the world. Inter- 
national air parcel post service is 
available for more and more coun- 
tries. 


Equipment. If you have much 
mailing to do, get a catalogue from 
your favorite office supplies firm 
and check. the following as helpful 
to you and economical for your 
company: folding machines, mois- 
teners, envelope sealers, postal 
scales, and stamp affixers. 

Merry Christmas! Letters and 
packages for delivery by Christmas 
should be mailed as early as pos- 
sible. Parcel post for Europe should 
be sent by November 15, except 
Great Britain (by surface mail, De- 
cember 1; air mail, December 15). 
Letters should get off by December 
5, except Great Britain (surface, 
December 8; air mail, December 
17). Christmas packages for the 
Armed Forces outside the U.S.A. 
should be mailed not later than 
November 1 for the Far East, and 
November 15 to all other destina- 
tions; if sent by air parcel post, 
limited to two pounds and to 30 
inches in length and girth com- 
bined, they should be mailed no 
later than November 25—preferably 
earlier. 


CHRISTMAS WORK IS FUN if it’s 
spread out, so perhaps you can re- 
mind your boss tactfully to begin 
now—then try humming Jingle Bells 
under your breath! 
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THE PERSONNEL 
TOUCH 


(Continued from page 19) 


BE A BAD-WEATHER 
BEAUTY 


(Continued from page 38) 





is a good example of how near 
disaster even a good executive 
secretary can come if she passes 
off the wrong chore at the wrong 
time. My friend (we'll call her 
Mary) told me of this experience. 

“During a board meeting, John 
Hillyer, one of our department 
heads, came to me and asked if it 
were true that one of our products 
was being discontinued. If such 
were the case, it would mean a cut 
in his department. I was shocked. 
How did he know of the contem- 
plated changes when they were 
presently being discussed for the 
first time at the board meeting in 
another office? I know my face 
turned red, and I stammered—‘But, 
Mr. Hillyer, where did you hear 
this story?’ 

“Mr. Hillyer, just as excited as 
| was, answered: “The report was 
mimeographed this morning, and 
naturally I learned of it.” 


MIARY SUDDENLY REALIZED that, in 
her haste to have everything in or- 
der for the meeting, she had asked 
the service department to run off 
some of the reports. The office 
boy who mimeographed the report 
didn't talk; he didn’t even know 
who Mr. Hillyer was. But his super- 
visor, in great confidence, chose to 
be the first person to inform Mr. 
Hillyer of management's plans. 

“This was just awful,” Mary 
said. “I would never expect one of 
our supervisors to reveal such in- 
formation. After all, she, too, is 
working fer our firm. Doesn't she 
have any discretion?” 

Mary realized how unfortunate it 
was that so few people can be trust- 
ed with highly confidential matters. 
She also realized how wise she 
would have been to have stayed 
late the night before and run off 
the report herself. An executive sec- 
retary can’t make mistakes; they are 
too costly. Instead, she has a rare 
quality—a quality that enables her 
to handle varied immediate prob- 
lems and even foresee a little of 
future happenings. She is somewhat 
of a mind reader, an amateur psy- 
chologist, and a part-time hostess. 
Like the storybook character, she 
looks and acts the part. There is no 
price tag on her—she is priceless! 





something warmer—perhaps in a 
wool or flannel. Many girls buy 
their scarves in a men’s furnishings 
section, especially when they want 
a particular dark color or even a 
plaid. If you’re the type, the “hel- 
met” that ties under the chin (in 
either wool jersey or a soft knit) is 
a smart hat choice. Various modifi- 
cations of this design, to fit either 
a sleek cap-cut or a long-haired 
coiffure are also available. 

When it comes to the matter of 
footwear, there are any number of 
attractive styles to be found, 
whether your preference be for 
something in plastic or rubber. 
There are models for sling pumps, 
there are toe guards, even boots 
that can be wrapped snugly around 
your ankles. If your climate is mild, 
there may be no need for anything 
more than a plastic shoe protection; 
but, if warmth is also necessary, a 
pair of wool- or sheep-lined boots 
would probably be more suitable. 

Rainbow-hued umbrellas offer an 
opportunity to let your color imag- 
ination really run wild. If you have 
a dark coat, why not set it off with a 
roman-striped umbrella, or perhaps 
one in a solid color shaded from 
dark to light? It’s wise to remember 
that a pink or rosy-colored umbrella 
will give a soft glow to your own 
complexion, while an amber shade 
will make last summer’s tan seem 
to take on a new depth. On the 
other hand, some shades of blue 
may make your skin seem pale and 
even sallow. You also have a wide 
choice of umbrella designs—from 
those that fold up to about one- 
third of their actual length to others 
that resemble a walking stick when 
encased in their own sheath cover. 

But, now that you're so beauti- 
fully turned out for a rainy day, 
what are you planning to wear 
under your coat and umbrella? If 
youre tempted to wear something 
that you were never quite happy 
in—don'’t! It’s bad psychology to 
wear anything that might lower 
your spirits still further on a damp 
day. Instead, wear something that 
is especially flattering. You'll feel 
better knowing that you look so 
well. And your own satisfaction and 
pleasure will rub off on those 
around you. 
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You will advance 












faster in your career 4 

if you have been Oo ja 
well-trained in an ~ for) 
accredited school— q ‘©>) 
and if you acquire 3 © 
the EraserStik habit = “ 
early. = < 
EraserStik is differ- a 5 
ent. It is a modern, i3 2 
slim, pencil-shaped, < E 
wood-encased eraser 3 





that erases a single 
letter without marring 
the rest of the word. 
It sharpens just like 
a pencil. 

If you want praise 
instead of criticism, 
use EraserStik. For 
typewriting, pencil or 
ink. Get a few 
today. 

TEACHERS: FREE 
sample available for 
class demonstration. 
Write on school 
stationery. 

For best results 
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expose rubber point | @ 
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A.W.FABER-CASTELL 


PENCIL CO. INC. NEWARK 3. N 
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Speed I> 
Your Shorthand 
at Home—tasily ! 


STEP INTO A BETTER- 
PAYING JOB — FAST! 
























Custom Record 
Division 


A Product of 
R.C.A.-Victor 


Secretaries who can take fast dictation are 
constantly in demand for the best-paid and 
most interesting jobs. Now you can be one 
of those crackerjack secretaries who rate 
bigger pay. You can increase your short- 
hand speed at home, in just minutes a day. 
Dictation Discs make it easy! 


Use the new DICTATION DISCS! They in- 
crease your word speed at home .. . by 
your own phonograph in as long or 
short a time per session as you may wish 
to spend. 


DICTATION DISCS are custom R.C.A. pho- 
nograph records that will bring your speed 
up to 120 w.a.m. or higher in the shortest 
possible time. You can use them with any 
method of shorthand written or ma- 
developing poise, rhythm, and 
accuracy, as well as speed. 


A PRODUCT OF THE R.C.A.-VICTOR 


CUSTOM RECORD DIVISION 


¢ DICTATION DISCS are 12-inch rec- 
ords of unbreakable pure vinylite. Each 
long play contains 45 minutes of dictation. 


chine 


* Unsurpassed clarity of tone, each word 
distinctly spoken. Fully guaranteed against 
Haws and defects. 

* Have been used by many leading schools 
and companies—Columbia University, 
American Institute of Business, General 
Electric, etc.—in shorthand training pro- 
grams. 


| 45 RPM Records Now Available | 
DICTATION DISC CO. 


170 Broadway, Dept. 117, New York 17, New York 


USE COUPON TODAY 5/ " 


DICTATION DISC CO. ALL SPEEDS! & 
170 Broadway, Dept. 117, New York 17, N. Y. 








45 rpm 78 rpm 335 rpm LP 
$1.75 each $2.50 each $5.00 each 
© No. | 60 & 70 wam o _) No. | 60 to 90 wam 


© No. 270 & 80 wam { 
C) No. 3 80 & 90 wam { 
C) Ne. 490 & 100 wam C 
C) No. 5 100& 110 wam { 
OC No. 6 100& 110 wam oO 
[ f 
t 


j No. 2 70 to 100 wam 
) C) No. 3 90 to 120 wam 
J C2 Ne. 4 100 to 130 wam 
j C) Complete set $18.00 
) © Entire series $33.00 
No.7 110& 120 wam 
} No. 8 120 & 130 wam f 
0 Complete set of 12” Standard 78 rpm records $18.00 
o Comaicte set of 45 rpm EXTENDED PLAY records 


eR ckcascnteccnessescisennnimnen eavnscesnsnsnncecesouneseseess ‘ 
Enclose check or M O. (add 35c for postage) y 
SPEED GUARANTEED OR YOUR MONEY BACK § 


TITTIES TLTLL eee | 
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ASK THE EXPERTS... 


(Continued from page 11) 





Use of the comma in 
construction is 


should be used. 
this 
whereas its 


always correct. 


omission in some 
might lead to confusion. Our editors al- 


ways insert it. 


cases 


Q. Will practicing Gregg Simplified Short- 
hand, as written in Topay’s SECRETARY each 
month, affect my Anniversary Gregg. which 
is the method I learned? I've been reading 
the Gregg Simplified, but I’m afraid to try 
writing it. 


A. If you have attained any degree of 
skill with the Anniversary forms, read- 
ing Gregg Simplified will not affect your 
speed. It is advisable, however, to con- 
tinue writing, in your regular work, the 
outlines you have already learned, ex- 
cept for any Simplified forms that espe- 
cially appeal to you. These you need not 
hesitate to adopt. 


QO. My boss says that it’s obsolete to use 
x 

th, st, 
followed by the year or punctuation, It looks 


or d after a date. even when it is not 
odd to me, however, to see a number stand- 
ing alone, as in this sentence: “It was on 
June 20 that I saw him last.” 


A, The modern style for writing days of 
the month is: When the name oj the 
month precedes the day, do not use th, st, 
or d after the figure. Thus, June 20. 
When the day precedes the name of the 
month, or when the day stands alone, 
then include the th, st, or d. Thus, on the 
20th of June, on the 20th. 


Q. Should the word wronged be written 
with a disjoined t or with a joined d in 


Gregg Simplified 7 


A. The word wronged should be written 
with the joined d. It comes under the 
past-tense principle, which says that the 
past-tense stroke is joined when the last 
letter of the primitive form is written. 
In the word wrong, the last letter (ng) 
is written; therefore, the d is joined. 
The principle applies also in forms such 
as wished, asked, etc., where t is joined 
for the past tense. 


Q. I never know when to use the words end- 
ing and ended in the phrase “for the period 
ending (ed) December 12, 1955.” I have 
been using ending when the date mentioned 
hasn’t yet arrived (for the period ending 
December 12), and ended when the date is 
past (for the period ended September 1, 
1955). However, 'm not sure that this is 


correct. 


A, You are quite correct in your under- 
standing of the distinction between 
ended and ending. Ended is used in 
phrases that express past time, as in 
your example. Ending is used to express 
the present (ending today) or the future. 
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Q. In the near future. I expect to work for 


an engineer who uses formulas—cubes, 
squares, square-root signs, etc. Can you tell 
me how I can make these signs with a type- 


writer? 


A. All those signs are probably right on 
the typewriter you'll use. If not, ask your 
employer to have *, @, &, and perhaps 
other unessential symbols replaced by 
the figures you need. Any typewriter 
agency can do this for you. 





Words 


(Key to teasers on page 55) 


“SHUN” THESE WORDS 


tion: 2, 3, 7, 8, 10; sion: 1, 4, 6; 
cion: 5, 9; xion: 7. 
WHAT TIME IS IT? 


1. 80 years; 2. 10 years; 3. 100 years; 
4. 2 weeks, or 14 days; 5. twice each 
month; 6. January 1 through December 
31; 7. A financial year. It may end on the 
last day of any month. 8. twice a year. 
9. pertaining to a period of two years. 
10. 1,000 years. 


LETTERS YOU DON’T HEAR 

Representative words are: 

1. pneumonia, psychology, psalm, pneu- 
matic, pseudo combinations; 2. knee, 
knead, knew, knife, knock, know, knot, 
knit; 3. wrath, wreck, wretch, wring, 
wrinkle, wrong, wrist; 4. aisle, 
island, debris, chamois; 5. almond, balm, 
calm, half, palm, should, would, talk, 


walk, folk. 


corps, 


WHAT IS 
TWEEN— 

l. A college is an institution in which 
the higher branches of knowledge are 
taught, often of a professional nature, as 
a medical college. A university is a large 
institution of higher learning comprised 
of several colleges and conferring degrees 
in several departments. 

2. An ambassador is a diplomatic offi- 
cial of the highest rank representing a 
country. A consul is a government official 
residing in a foreign country and caring 
for the commercial interests of citizens of 
the home government. 

3. An opera is a sung drama, with 
orchestral accompaniment and costumes 
and scenery. A musical comedy is a light 
theatrical performance consisting of mu- 
sical numbers and dialogue and usually 
having a light plot. 

4. Great Britain is the large island com- 
prising England, Scotland, and Wales. 
England is the southern portion of the 
island. 

5. A map is a drawing of the surface 
of the earth; a chart, of waters. A chart 
may also be a drawing presenting tabular 
information, as a graph. 


THE DIFFERENCE BE- 


AN ACCENT MARK CHANGES THE 
MEANING 

1. a. vise; b. visé. 2. a. pique; b. pique. 
3. a. expose; b. exposé. 4. a. resume; 


b. resumé. 5. a. pate; b. pate. 
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RITE-LINE COPYHOLDER 





Promotes Accuracy - Increases Production 


$1775 Tax 


TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a machine 
tape to 20 inches. 


- 


EYEGUIDE CONTRACTED 


PRICE INCLUDING 
NEW TELESCOPIC 
EYEGUIDE 


EYEGUIDE EXTENDED 


FREE TRIAL OFFER Write, asking us to send you a 
RITE-LINE Copyholder with the understanding you may 
return it without charge within ten days 


4209—39ih Street, N.W. 


RITE- LINE CORP Washington 16, D. C. 
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A Ten-Times-a-Year-Gift 
for Your Secretary-Friends 


- at a cost of only $2 a year, if 
five or more subscriptions are or- 
dered. 


A gift card will be sent to each 
subscriber announcing your gift if 
you request it, and at no extra cost. 


Special Holiday Rates Effective Through 
December 31, 1955 


(Regular subscription price $3 a year) 


One 1-year subscription $2.50 

Two 1-year subscriptions 2.25 each 

Five 1-year subscriptions 2.00 each 
Christmas Gift subscriptions upon 


which gift cards must be mailed should 


reach us not later than December 20. 


(Canadian and foreign postage, 25 cents a 
year additional) 
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plete understanding of the = 
viewpoint. Consequently, I appre- 
ciate my secretary's sa So. and 
feminine reactions to our prod- 
uct, Coets. 

Coets are quilted squares of fine 


cotton that are put to hundreds 
of uses by women—in the home, 
the nursery; and as beauty aids. 
Obviously, they are primarily a 


feminine product, so Blanche is 
often called on to act as a 
ing board.” 
view is 


“sound- 
Her feminine point of 
invaluable, particularly 
since she is also exposed to, and 
aware of, technical aspects of daily 
production, sales. and promotional 
plans for this product. 

believe that the 
topflight secretary must be “on the 
ball” from aptitude to She 
should be able to dot her “i’s”—espe- 
cially in ideas, imagination, and in- 
telligence—and_ to her “t’s” 
accurately in everything from typ- 
ing to tact. 


In essence, | 


zeal. 
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Statement of the Ownership, 
Management, and Circulation 


REQUIRED BY THE ACT Of 
AUGUST 24 1912 AS 


CONGRESS Ol 
AMENDED BY THE ACTS 


OF MARCH 3, 19 AND JULY 2, 1946. (Title 39, 
United States Code, Section 233) 

Of TODAY'S SECRETARY, published monthly ex 
cept July and August, at Daytor Ohio, for October 
1, 1995 

1. The nat and addre f e publisher, editor, 
manag.t edite ind = busine manager are l’ublisher 
MeGraw-H Bo Company, Inc., 330 West 42nd 
Street, x Y N y t to James Bolge 

oO We 2 Stre New Y , N. Y¥.: Managing 
ed r, Sa Clarke oO We 1 Street, New Yort 

t ’ I $3 manager, E. Walter Edwards, 330 
West 2 Stree Ne York . w- 

2. The 

MeGr: Hill a Company Inc., 330 West 42nd 
Street, New Ye 36, N. ¥. Sole stockholder: McGraw 
Hill Publishing Company, lr 0 West 42nd Street, 
New Yoru 36, N. Y Stockhold holding 1 per cent or 
nore of stoc Donald ¢ Me raw and Willard T 
Chevalier, Trustees for Harold W. McGraw, Donald ( 
McGraw, and Elizabeth M. Stoltzfus, all of 330 West 
i2nd Street, New York 36, N. Y¥.; Donald ¢ McGraw 


and Harold W McGraw Trustees for Catherine M 
Rock, 330 West 42nd Ex et, New York 36, N. Y.; 

nald ¢ McGraw, ; i2nd Street, New York 
Y Mildred W. 





“ue ‘Gn aw, Madison, New Jersey; 
W Mehren 936 Arenas St., LaJolla, Calif. ; 
tone & Company, co Wellington Fund, Ine 
nont, Delaware 
3. The known bondholders, mortgagees, and other 
security holders owning or holding 1 per cent or more 


of total amount of bonds, mortgages, or other securities 





are: None 

4. Paragraphs 2 and include, in cases where the 
stockholder or security holder appears upon the books 
of the company as trustee or mn any other fiduciary 
relation, the name of the person or corporation for 
vhom such trustee is act al the statements in 
the two paragraphs show the fiant full knowledge and 
belief as to the circu s and conditions under 
which stockholders and security holders who do not 
appear upon the books of the company as trustees, hold 
stock and securities in a capacity other than that of 


a bona fide owner 
McGRAW-HILL BOOK COMPANY, INC 


J. A, Gerardi, Treasurer 


Sworn to and subscribea before me this 


September, 1955. (Seal.) Maslin 
(My Commission expires March 36, 1956.) 
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Llamouge YOUR 
GLASSES WITH 
JEWELED 
CLIP-ONS! 





These exquisitely designed jeweled clip-ons 


transform ordinary glasses into an exciting 
high fashion 
second, fit any style frame. 
too! Sparkling brilliants in handsome white 
metal setting. For a brighter outlook order 
now! Very specially priced at $2 post paid, 
tax included. Moneyback 
Regular $3 NoC€ 


new accessory. onap on ina 


Sun 


glasses 
glasses, 


guarantee, 
50 value. O.D.’s. 


Mail Coupon Today ! 


Florida Boutique 
Box 4334 « Miami Beach 41, Fia. 


Enclosed find $/ ] for | ] set jeweled el p-ons 


(Price includes postage and tax) 


My name is 


My address is 
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SPIRIT 
DUPLICATORS 


o7 1. elem lem islei. 
FOR YOU! 






Electric or 
Manual 
Models 
Available 


ele) 453 msl 88) 


FREE wow ano wry 
THE CORPORATION 


1864 S. Kostner Ave., Chicago 23, tll 
Please send free booklet on the Conquerors and complete 
details 

Name 

Company 

Address 
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Here are <> smart ways 


to speed up your mailings...use 
Dennison Addressing Labels 
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ie IN SHEETS. Most versatile | 2. IN CARBON SETS. Quick, <3. IN ROLLS. Quickest, easiest | 
| kind of addressing label. Type- | clean, easy for typing multiple for one-time mailings. Labels come | 
| writer size sheets for typing and | mailings. Four sheets of couponed | in continuous strip for convenient | 
| duplicating. Type 33 labels with label paper collated with one-time | typing and attaching. 1000 labels, 
one insertion in typewriter. Make | carbons. Labels stay lined up until ar. | 
1 carbons for multiple mailings. Lint- | snapped apart. 33 labels, 21%e" x | 
| free; pod-free. 33 labels, 2156” x 15/46”, per sheet; 132 to set. | | 
1”, per sheet. le 
¢ —— = ee aoe —_— ae = mT ——— = ee oe ee -_ “a 
| All with Dennison | At your stationer’s 
special formula gumming ! or write for the name 
l for tight adhesion | of your nearest dealer. I 
| \ 
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«+ IN PROVIDENCE 


(Continued from page 18) 


\NNES OWN ROOM is her just pride. Done in soft 
pink, with one wall covered with a dogwood-patterned 
paper, Anne has furnished it in maple. An innovation 
is the coffee table between her twin beds. Though an 
only child, she has had guests ever since she was 
ver) young and has always had twin beds. The room 
is 14 x 18—her New York room was 8 x 12—and boasts 
a closet larger than her office at the La Tausca Sperry 
plant. Bookcases, a desk, and several comfortable 
chairs complete the furnishings—“I never did like 
dressing tables,” she explains. 

“For all this luxury, I pay a mere $20 a week to 
the family kitty,” Anne exults. The rest of her salary— 
$85 a week, the most she has ever earned—she spends 
on her entertaining, week-end traveling, her car, and 
saving up for “big-deal expenses.” Among past “big 
deals” are a trip to Florida, a month’s vacation after 
New York, and her car, Current investment project 
is a trip to the Virgin Islands. 

Anne’s expenses at home differ greatly from her 
New York budget. For one thing, lunches amount to 
about 10 cents—for coffee. “We have only half an 
hour and no place to go, so we bring our lunch and 
sometimes drive down to a lake near the plant to 
eat,” she relates. “At lunch time I miss New York. 
Commuting by car is a big expense, too; but. in nice 
weather, the 30-mile drive is wonderful,” she says. 


ANNE SLATTERY, Of Pomfret, Pawtucket, and Provi- 
dence, is, to sum it up, Today's Secretary with a 
city-country life she wouldn't exchange for anything 
in the world. Boss Arthur Spear calls her “Annie, 
the All-American Girl” and adds that he is very glad 
that this capable young woman “came home for a 
career.” 

Anne loved the big-city glamour of New York; 


but, even more important to her is the feeling of being 
a part of the family at home once more. 





























~NEW 
SARASOTA 
TERRACE 


7 wonderful days 
§ romantic nights 


only $2.40 Hotel 
Rate r erson, u ‘ 
pc <a "april ‘Stee Sarasota, 
December 31, 1955. Florida 
Your Florida Dream Vacation! 
.....at a special never-before-offered rate LOW 
that makes this a “must”. Includes—at no PACKAGE 
extra cost—air-conditioned accommodations, 


bathing at Lido Beach, golfing on Bobby RATES 

Jones’ 27-hole course, use of Jade Swim- 

ming Pool, shuffleboard courts, sightseeing Double occupancy, 
tours, planned entertainment and “get- i¢!udingminimum 
acquainted” party. Be our guest at “Horn’s 
Cars of Yesterday”, an unforgettable sight- 
seeing cruise on the Gulf of Mexico thru Atlanta $ 72.02 
jewel-like Florida Keys, the exciting grey- 


air fare from cities 
listed: 


; - Boston 135.42 
hound races in spring and summer... a 
FREE! Chicago 122.02 
FOR RESERVATIONS .. . see, write or New Orleans 82.02 


phone your local TRAVEL AGENT, any jew York 114.42 
office of 

NATIONAL or CAPITAL AIRLINES or 
HAPPINESS TOURS, INC.—6 E. Monroe St., Washington, D.C. 
Chicago, Ill.—2 W. 46th St., New York, N. Y. 99.02 


Philadelphia 115.32 


NEW SARASOTA TERRACE Hotel 


P.O. BOX 1720, SARASOTA, FLA. TEL. RINGLING 2-531] 















Fine Point ow 





Handy brush 
\ FLICKS AWAY RUBBINGS 


Pt. 


- 'Llaisdell 
KLENZOVWy 


PAPER WwrRaFrf Se 2 


ERASER with Brush 


At All Stationers or write for Sample of 531-T 
KLENZO or 530-T KLENZO Thin without Brush 


BLAISDELL PENCIL CO,., BETHAYRES, PA. 































“You Don’t Have To 
SOFT ROLLER ME 
\. When You Use The New 


INDEX TABBING With 





Pica Spaced Inserts!” 
. Accurately * % ° ° 
~~ oceed |: Saves 56% Typing Time 
For on Typing 1, 2 or 3 Line Titles 
Typewriter Use.| © Typing is Faster, Easier. 
j a e Always On a Straight Line! 
: e Titles Are Neater, Cleaner! 
I An ____. e¢ Ends The Need For Tedious, 
‘ ee AICO, Fatiguing Soft Roller Work. 
Ly} Exclusive! 











2 Bit \ 
EASY TO CUT | To jANY | DESIRED] 7p 
Ya Ey SM ANS So a ere! QS 
A NO SOFT ROLLER REQUIRED _ %e, 
K ™ 
_ 
INSERTS ARE TYPEWRITER SPACED! ill 1) 
The new AICO TYPERITE TABBING ha Y ~ 


blank inserts that are typewriter spaced which permits the 
use of the line space lever when typing titles. This ends the 
need for soft roller work when centering or positioning the 
titles on the insert strips. Just set the line space lever for 
1, 2 or 3 spaces and you breeze right through the job. 
Now, At Your Stationer or Write Dept. 5 For FREE Sampie! 


—AHEB. 97 Reade St., New York 13, N. Y. 


426 S. Clinton St., Chicago 7, Ill. 
INDEXES " 


MAKE MONEY WRITING 
. « Short paragraphs ! 


You don’t have to be a trained author to make money 
writing. Hundreds now making money every day on short 
paragraphs. I tell you what to write, where and how to 
sell; and supply big list of editors who buy from begin- 
ners. Lots of small checks in a hurry bring cash that adds 
up quickly. No tedious study. Write to sell, right away. 
SEND FOR FREE FACTS 
BENSON BARRETT 
1751 Morse Ave., Dept. 115-L, Chicago 26, Ill. 


























The Handiest Gadget 
precision pencil sharpener 


and tape dispenser ‘‘COMBI"’ 


A new idea in a desk accessory 

for OFFICE or HOME. 
Any small roll of tape will fit 
into the base (up to ¥%,’' width). 
A most practical combina- 
tion for EVERY DESK—a 
perfect point with a twist of 
the wrist. Ask your stationer, 
or write to 


FRED BAUMGARTEN, Dept. X-11, 
STATION F, ATLANTA, GA. 











What is the 


PERFECT 
SECRETARY? 


N AGE-OLD question, to which we offer a pretty, 

up-to-the-minute answer—Anne Slattery. She has 

all the attributes of a perfect secretary, wrapped in a 
package of beauty and charm. 

So much impressed by our “answer” was Virginia 
Graham, Dumont’s well-known television personality, 
that she asked Anne to appear on her program, “Food 
for Thought.” Our perfect secretary was deluged with 
questions, answered so aptly that, by the end of the 
program, Miss Graham—and her television audience— 
were well aware of the qualifications that a girl needs 
for success in the secretarial field. 

Anne was a hit on television. The very qualities that 
make her an office standout stood her in good stead 
before the camera. She was poised and charming, 
intelligent and attractive. And she was_ perfectly 
dressed. (Anne wore Kay Windsor’s “Secretary of the 
Month” medel, a blue acetate with trim lines and 
twinkling rhinestone buttons, versatile enough for the 
office and after-five festivities, too. ) 

For all would-be standouts (and television stars) we 
offer our list of the more important attributes that help 
to make today’s secretary the “perfect secretary”— 


TODAY'S 


>] 


Skills, Sincerity, Stability 
Enthusiasm, Eagerness, Education 


Ox 


Charm, Courage, Co-operation 
Responsible, Reliable, Responsive 
Efficient, Energetic 

Tactful, Tolerant, Trustworthy 
Attitude, Appearance, Adaptability 
Resourceful, Realistic 

Youthful Ideas and Outlook 


alld bot 
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MONEY MANAGEMENT 


(Continued from page 31) 





flexible item. She discovered all kinds of places where 
dimes and dollars were skipping right out of her life 
without really doing anything for her. 

As soon as she began to line them up in the “Go 
to Mexico” account, everything began to fall into 
place. Her spirit soared, her imagination sparkled 
like a Fourth of July fireworks display, and her skill 
in directing expenses improved by leaps and bounds. 
She had the usual list of gifts, parties, accessories, 
and other flexible items to contend with, but the 
amounts she spent on them did a rightabout-face in 


favor of her big goal. 


ON THE FIRST FISCAL BIRTHDAY Of your own money- 
management plan, vou or any good secretary can count 
your gains. Youll have purchased things, or done 
things vou couldnt have managed before. You'll have 
broadened your experiences and outlook to become 
an even more interesting YOU. Youll probably have 
a Foe d start on at least one of those long-term goals 
that keep the future looking bright. What's more, 
you ll know the value of planning and will have gained 
the experience to start you on your next vear with 
the assurance that you can meet any financial prob- 


lems wisely and successfully. 





I WAS A SATISFIED STENO 
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Give them that extra margin of speed and skill 
for real professional performance . . . 


ADVANCED DICTATION RECORDS 


For developing office skills. Here's the best way of familiarizing students 
with the kind of dictation they will experience on the job untimed, 
with additions, corrections, deletions. Designed for use upon completion 
of theory. 12-inch, 78 rpm. Six records to the set. Complete with album 
$12.00, net, plus postage 


SUSTAINED DICTATION RECORDS 


Staying power is assured when you incorporate this brand-new series into 
your advanced teaching and home-study programs 10-inch, 78 rom 
Records one through four give business letters keyed to Previewed Dictation 
by Zoubek. Five and six give Congressional Record material. Six records 
with album: $12.00, net, plus postage. 


GREGG SUPPLIES DEPARTMENT 
New York 36, 330 W. 42nd St. San Francisco 4, 68 Post St 
Chicago 30, 4655 Chase Ave., Lincolnwood 


Here’s the WALLET SIZE PHOTO 


secretaries everywhere are using 


WITH FREE 
SAMPLE RESUME 


50000QQ00000 

















FOR ADVANCED BUSINESS OPPORTUNITIES 


AND AS GIFTS TO FRIENDS AND RELATIVES 
MADE FROM PORTRAIT OR PHOTO 
YOU RECEIVE FREE, three full pages — a one page somple resume 
and two pages of instructions, to help you prepare the resume to use 
with your wallet photos. — Your original portrait or photograph re- 
turned unharmed with 20 top quality 2% x 3%. silk finish, double 
weight photos plus free sample resume. 


20 FOR $1 — FYow'll love your pictures or money returned 50 FOR $2 


[APPLICATION PHOTOS, Dept, 52 FROM OnE ! 
Box 271, Salem, Mass. POSE | 
We enclose portrait or photo and $ aa ! 

| wallet photos and free sample resume afd instruction sheets. 20 for | 
| 

| 

i 

! 


poms _ $100 





| ADDRESS aR. 2 
| city _____z0one___estate __s—iti—Cts*é«éS' for $2000 
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Graffco never 


lets me down / 











Nu Vise Mew! I Pr royecting 
t Signals tor Vertical Records 


How I used to dread the sudden eall 
for facts and figures. They were in the 


records and on the maps .. . but where? 

Now Graffceo Signals and Maptacks * 
spotlight all important classifications for = |)” N sat = 
action. And as reminders, they ico ORY + 
There is a special Graflco - 
product for every kind of record hous- 
Write 


color folder describing them all. 


Graffco SIGNALS 


Nu-Viz Meta! Signats 
__ tor “Visible” Records 





instant 


- > ! i 
never forget! Eclicense eaneen toes 
tor “Visible” Records 





ing, maps and charts. for free 











and MAPTACKS 


At your Office Supply Dealers . . . or 
GEORGE B. GRAFF COMPANY 
Cambridge 40, Mass. 





SESS 
an Crimpgrat Transparent Signals 
54 Washburn Avenue, tor Protected “Visible” Cards 








BE 
WELL-APPOINTED 
... ALWAYS 







Well- 
Appointed 
Gentleman 


(A real Sartorial Sharpie!) 
Crossed his dates— 
Got the wrong corner... 
wrong time. 





Ask your stationer for prices 
WORK-A-DAY 
J 
Moral: Use your Keith Clark Desk Calendar to arrive SCHEDULE-A-DATE 


roe at important business and social engagements len h kf 
—calmly, efficiently, and socially relaxed. The Calendars that work for you. 


we Keith Clark, Ume., 130 west 42nd st., New York 36, N. ¥. 

















Letterheads Impress 


Do yours? Modern, well-styled, engraved letterheads impress 
customers, tell them your company is alert. 

Letterhead Logic, brochure prepared by experts, tells you 
what is a good letterhead, how to rate yours. Free to users 
of 5,000 letterheads or more a year. Write now—on your 


letterhead. Give annual usage. 


If it’s worth seeing, put it on a Hill 


HH ELL,i nce 


Fine Business Cards and Letterheads 


12, N. Y. 


270 U4 Lafayette St., N. Y. 
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QUICK, 
NO MESS, 


CLEAN, NEAT 
NO FUSS 


And the boss will like it too — it 
saves him time and money. Ycs- 
Avery kum-kleen Correction Tape 
easily solves fluid duplicator prob- 
lems and serves a real need for a 
multitude of satisfied customers. 
There's no scraping, erasing or 
smearing — for corrections of fluid 
duplicator masters are quickly, 
easily and neatly made. Avery 
Correction tape is a proven prod- 
uct — available in either sheet or 
roll form. 


Sheet form Avery Correction 
Tape can be kept close at hand in 
desk drawer for instant use. It’s 
available in sheet form in acetate 
covered packages. Two popular 
widths — 1/6” tor single line cor- 
rections and 2/6” for two line cor- 
rections. 


Rolls of Kum-Kleen Correction 
Tape, ready for use in a handy 
Kum-kKleen tape dispenser, are 

boxed in 1/6”, 2/6” 





and 5/6” widths. 


; a 

| Company ___ —— adi 

| en 
+ 


“4 







~ 
PA 
1. PRESS ON reverse side of mas- 
ter over part to be corrected. 
Needs no moistening . . . it’s just 
LAID ON with a finger-touch. 





2. TYPE ON with a 
using the same carbon. No need to 
remove the master from the type- 


light touch, 


writer... no realigning. 


DEALERS—Keep adequate stocks 
of fast selling Avery Correction 
Tape. Build sales with Avery’s free 
advertising aids — displays, mats, 
literature. See the Avery salesman 
—or write for samples! 


| AVERY ADHESIVE LABEL CORP. DIV. 152 


117 Liberty St., New York 6 
1616 California Ave., Monrovia, California 
| Offices in Other Principal Cities 


Please send me samples of Avery Kum-Kleen Correction Tape 


608 S. Dearborn St., Chicago 5 








i City 


TODAY’S SECRETARY @ November, 1955 








Pencil of the year 


wites far Smoother 
asts far longer 


SEMI- HEA 


with NEW 
LANOLIZED LEAD 


Secretaries will marvel at these easier, 
smoother writing Semi-Hex pencils with 
new LANOLIZED LEAD. Easier to get 
work done — whether shorthand or gen- 
eral office work. 

Because it writes smoother, Semi-Hex with 
new LANOLIZED LEAD lasts longer. Our 
Carbo-Weld process makes its points break- 
resistant! 







a a GENE, §. 


Get these benefits at no extra cost... on 
a money-back guarantee. Get your supply 
of Semi-Hex with LANOLIZED LEAD... 


today! At leading stationers. 





Write us, Dept. S., for a free trial pencil, 
naming your favorite degree. 
5 Degrees: 1-2-22/4-3-4 


GENERAL PENCIL COMPANY 


Jersey City 6, New Jersey 





A gift they'll 
appreciate 


every 
writing 
day 


OFFICIAL GREGG SHORTHAND FOUNTAIN PEN 

The special glide-action fountain pen designed by Gregg for the 
use of shorthand writers. Sleek black barrel with perfect shorthand- 
writing balance. Identified by Gregg symbo! in baked-on enamel 
on the cap. Each pen: $5.75 net. Discount of 20 per cent on 
orders of six or more. 


ESTERBROOK GREGG 
APPROVED FOUNTAIN PEN 


Available in black barrel. 


No. 1555 Each Pen, net, $2.50. No. 1555 
Renew Point, net, $.50. No. 9555 Each 
Pen, net, $3.00. No. 9555 Renew Point, 
net, $1.00. 


Discount of 20 per cent on orders of 12 or 
more. 
Gregg Supplies Department 


New York 36, 330 W. 42nd St. 
Chicago 30, 4655 Chase Ave., Lincolnwood 








San Francisco 4. 68 Post St. 
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PATENTED EFFICIENCY 
in CARBON use. 


(1) Automatic alignment. 
(2) Automatic rotation of sheets of carbon gives 25% more wear. 
(3) Automatic warning of last typing lines. 


(4) World's easiest and most convenient carbon to handle. Hands 
do not touch the coated surface. 


DISTRIBUTED BY 
KEE LOX BRANCH OFFICES IN MAJOR CITIES AND 
BY A GROWING NETWORK OF AUTHORIZED DEALERS 


Free samples sent only on request when 
letterhead of company is used. 
Department S$ 3 
KEE LOX MFG. CO. 
Rochester 1, New York, U.S.A. 


Kee Lox “Pal” Erasaguard 
each 50c in any quantity. 
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THE NEW IMPROVED 


COPY-RIGHT Copyholder oe &, D> 


r 2 & - 9 


for over 30 
years the 
“most wanted" 
copyholder... 
now manufac- 
tured by Curtis- 
Young Corpo- 
ration. 
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Duplicating Supplies 


Carbons — Ribbons 


110 West_1 6th Street * New York 11, N.Y 


* Cable: CURTYOUNG 
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Announcement 


For the 


A ah oo 


< 
many stenographers and 
secretaries who may wish to pick up their records personally, 


Dictation Dise Company has moved its offices to the down- 
town section of New 
Maiden Lane. 


so _F « 7? 


° eg —_ 
Broadway, corner “Z- 
You are invited to visit us for a free demonstration. ZO 


(See ad on page 60) 


a; 
| Mile os o 
@ - # -f C C 
DICTATION DISC COMPANY || *“*> ” 


— a + 
170 BROADWAY, NEW YORK 38, NEW YORK ., iS ) A AP Ay . 
| - a4 
le ee 'a 2 MW > PP m_ Pl 
5 Miss Secretary : Clip this ad and give it to your Boss! | 14 ad 


MAY | ORDER 
My. THIS 30 DAY 


York City, 170 
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CURTIS-YOUNG CORPORATIONE 
Copyholders 
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[] Yes [] NO pe ce Me a re 
“CAPILLARY ACTION” 
HANDI-PEN DESK SET Jw in © oe Ps 
(Only fresh ink contacts the penpoint) » 
assures smooth. effortless writing. Ink 
compartment that can't leak—won't over 


flow—holds ink supply equivalent to 100 
fountain pen fillings Ends constant 
empty-pen nutsance 





Phyllis was elated. 
. 
Pia” - « "7 
——_—1_- 
Clip ad, attach to letterhead, for this LIMITED ° 
30 DAY FREE TRIAL “'USE-IT-YOURSELF'’ OFFER. 


ee 
2222 WEST CLYBOURN ST. 
-_ MILWAUKEE 3, WISCONSIN 
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Today's Teachers Today's Student [Today's Secretary 


a few moments NOW . . . TODAY with this check list 
can mean wider opportunity for you 


Each item offers a means to better performance and higher 
skill . . . select the ones that can best help you or your 
classes. 











GREGG SHORTHAND DICTIONARY SIMPLIFIED— 

Gregg, Leslie, Zoubek 

Authoritative, official. In print and shorthand, over 30,000 words, plus 
seporate sections on names and abbreviations. Every student and practicing 
secretary should own one. 336 Pages. List, $2.72. 


MINIATURE—GREGG SHORTHAND DICTIONARY SIMPLIFIED 
Its purse-sized convenience, silvery crisp smartness, and shorp legibility 
make the ‘‘Miniature’’ an ideal gift for shorthond-writing friends, an 
appropriate aword for classroom achievement, a practical reference for 
your own use. 335 Pages. List, $2.50. 


|_| 20,000 WORDS, SPELLED, DIVIDED AND ACCENTED—Leslie 
More than one-half million copies of this pocket-sized volume ore now in 
daily use. It serves as a handy reference for checking those transcription 
essentials. No definitions. One of the biggest ‘‘little’’ timesavers in 
secretarial practice. 249 Pages. List, $1.16. 


| STANDARD HANDBOOK FOR SECRETARIES—Hutchinson 
The classic in secretarial reference. Packed with current information thot 
will aid you throughout your career. Gives you everything: ‘‘who or whom’’ 
to ‘‘setting up a financial statement.’’ Lightening indexed. 626 Pages. 
List, $3.25 


_| REFERENCE MANUAL FOR STENOGRAPHERS AND TYPISTS— 
Gavin and Hutchinson 
Teachers and training directors find that a copy of The Reference Manvol 
on the desk of every student and secretarial worker soves hours of valu 
able teaching and work time. it's all right here: dictotion and transcription 
tips, punctuation, grammar. Topics are numbered and coded for quick 
reference. 192 Pages. List, $1.20. 


|_| TABULATION TYPING—Thompson 
A full treatment of the non-arithmetic eosy-way tobviation. Telescopes oll 
procedure into 64 poges of intensive, interesting instruction. If tabulation 
is one of your office headaches, here's the cure. 64 Pages. List, $0.96. 


__| PROGRESSIVE TYPEWRITING SPEED TESTS—Mount 
Here’s the quick new way to step up typing speed: this new book and oa 
few painless practice minutes every doy! 144 Timed writings ranging from 
25 to 100 wam. Modern business vocabulary used throughout. 96 Pages. 
List, $1.32. 


|_| TYPEWRITING FOR SPEED AND ACCURACY—Rowe 
A comprehensive, all-inclusive drill book designed to increase speed and 
occuracy ot any level of learning. Drill material is interesting and infor 
motive. 128 Pages. List, $1.24. 


_| TYPEWRITING RHYTHM RECORDS—NEW SERIES 
Music with the tick-tock beat for developing the rnythm necessory for 
sustained typing power. Progresses from 16 to 52 wom. Six ten-inch, 
78 rpm records with album. $12.00 net plus postage. 


_| HANDBOOK FOR THE MEDICAL SECRETARY, THIRD EDITION 
—Bredow 
The key-book to an interesting branch of specialization. Treats everything 
from medical ethics to medical-office bookkeeping. 400 Pages. List, ¥3.75 


_j MEDICAL SHORTHAND MANUAL AND DICTIONARY —Smither 
A reterence and practice book that gives comprehensive medical vocobu 
lery, @ basic knowledge of the tormation of medicol words ond pnroses 
Gives detailed cases in both shorthand and longhand. 320 Pages. List, $3.50. 


_J DICTATION FOR THE MEDICAL SECRETARY — Berger and Byers 
Practice dictation from the three major creas: Physicai, Generai, and 
Surgical Medicine. 313 Pages. List, $3.50. 


_| SECRETARIAL PRACTICE TESTS—McFadzen, Graham, 
and Hannan 
In one compact booklet, 18 objective tests, each on one a topic in 
secretarial training. Quick to toke . . . easy to score. 80 Pages. List, $0.96. 


_| OFFICIAL GREGG SHORTHAND NOTEBOOK 
Spiral bound. Pages lie fiat while writing. Smooth finished, top-grode 
paper especially suited to pen writing. 70 Sheets. 140 Poges. Your biggest 
buy in shorthand classroom supplies. Per dozen, net, $2.25. One or two 
gross, per gross, net, $21.00. Piecse add 10 per cent for shipments from 
San Froncisco or Dallas. 


_}| OFFICIAL GREGG SHORTHAND FOUNTAIN PEN 
The special glide-action fountain pen designed by Gregg for the use of 
shorthand writers. Sleek block barrel with periect shorthond-writing bol 
ance. identified by Gregg symbol on the cap. Each pen: $5.75 net. Dis 
count of 20 per cent on orders of six or more. 


_j| ESTERBROOK GREGG APPROVED FOUNTAIN PEN 
Avoiloble in block borrel. No. 1555: each pen, net, $2.50. No. 9555 
each pen, net, $3.00. Renew points available. Discount of 20 per cent 
on orders for 12 of more. 
DICTATION TAPES AND DICTATION RECORDS 


A complete line of these modern training aids, available for every level 
of instruction or practice. Let us send you complete information. 











Why not clip this list today . . . indicote the quontity of each item you 
need . . . mail it to your neorest Gregg office with your remittance. Teachers 
end training directors: let us bill you ot your usual educational discount. 


GREGG PUBLISHING DIVISION 
McGraw-Hill Book Company, Inc. 

New York 36, 330 W. 42nd St. Dalios 2, 501 Eim St. 

Chicogo 30, 4655 Chase Ave., Toronto 4, 253 Spodine Rd 


Lincolnwood London E.C. 4, 95 Farringdon St. 
Son Francisco 4, 68 Post St. 
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Qooratanies Free chip-resistant nail polish 


lo b from Underwood—the typewriter 


designed to keep your hands lovely! 





Underwood's Red, the brilliant new nail polish, stays on and on. 
And it’s free to secretaries and other lady executives from the makers 
of the Underwood 150—the typewriter especially designed to keep your hands 
lovely to look at, lovely to touch. 
Your fingernails never even touch the keys with the Underwood 150’s 
exclusive half-moon keys—and that means no more broken 
fingernails or chipped nail polish! Rough, widened fingertips from 
punching stubborn typewriter keys are a thing of the past, too— 
Underwood’s exclusive touch tuning 1s kitten-soft, gives you 28 
easy-to-set variations! 
Phone your Underwood office (the number is in the Yellow Pages) 
and ask the | ypewriter Division Representative for your free nail polish 


—or just type us a note on your ofhce stationery. 








THE NEW UNDERWOOD 150 
NOW COMES IN 5 LOVELY COLORS! 








COLOR rYLED BY LURELLE GUILD 





WIN 
National Fame For Your School 


GREGG SHORTHAND CONTEST 
2 


1555 Ahottaud 
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@ 8 Handsome Cups 

@ Gregg-Approved Esterbrook Fountain Pens to all winners 
@ Valuable Merit Certificates 

@ Judging in 4 separate divisions 


@ Colleges, Business Schools, Public and Parochial 
Schools, and Private Schools eligible 


@ Nothing to buy. No obligations 


@ Excellent Opportunity for young job seekers to win 
recognition 


The Esterbrook Pen Company, Camden 1, New Jersey 
(Contest closes March 1, 1956) 


Please send entry blank and rules for the Esterbrook Gregg Shorthand 
Contest, together with copies of contest material for my students. I 
understand there is to be no cost or obligation for this material. 


TEACHER’S NAME 
SCHOOL 


STREET ADDRESS 


CITY_ ZONE STATE 
THE NUMBER OF STUDENTS I WILL ENTER IS 
t Entries limited to Continental United States. 
FREE @ ESTERBROOK FOUNTAIN PEN FOR ALL TEACHERS 
ENTERING 15 OR MORE STUDENTS. 





